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BUSINESS 
FOR BIG COR CMALL&s"** 


Or 
. 
ERRO, RFO, 

HEAVY bury — Lic god 
Po aiavere caren 


AMAZINGLY LOW COST! 





COLORSPEED KEYBOARD! 





ect! 
_ anstant TAPES $107-5°° 


~Smith-Corona 


ADDING MACHINE 


Sti RES i Sollee de 


2 nA Ge pet Ot 


*Price for ali states permitting Fair Trade laws. 
Subject to change. Tax extra on adding machine. 


a 


C SMITH & CORONA TYPEWRITERS INC 
9SALMOND STREET, SYRACUSE 1 N. Y, 


Please send me further information about 
your Adding Machine and Cash Register 
and the location of a near-by place where I 
can see and try these machines. 


d 


i 


SMITH-CORONA 
CASH REGISTER 


A dependable cash 

register with adding 

machine advantages 
at lowest cost. 





CLIP THIS TO YOUR BUSINESS LETTERHEAD 
Sanne eee eee 
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Fedders says: 


"WORK 
COOL 


THIS SUMMER!” 


AVOID an “efficiency letdown” in 

your office this summer! Install Fed- 
ders Room Air Conditioners and watch 
work output increase! Office workers feel 
fresh and energetic, think better .. . a// 
day long. Fedders cools the air, cuts soggy 
humidity. Shuts out distracting noise, 
filters dust, dirt, pollen—keeps the office 
cleaner and prevents lost time due to hay 


a? Gino 


aoe 


AMAZING exclusive Built-in Weather 


fever and asthma. A complete, self-con- 
tained electrical refrigeration system, the 
Fedders Room Air Conditioner fits in the 
window ... without building alterations 
or ducts. A model for every size office. 
Handsome new designs in Breeze Green 
or in soft-toned ivory from $229.95. 
Blonde and rich mahogany console units 
for larger offices. 


Bureau . . . utmost in advanced simple 
control. Lets you select degree of cool- 
ness. Complete push-button weather con- 
trol. Ventilate or remove stale air any- 
time. . all year ’round. 


FEDDERS 


A great name in COMFORT 
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MAIL COUPON TODAY! 


FEDDERS-QUIGAN CORP., Dept. O-6 Buffalo 7, N.Y, 

(1 Please send me a free 20-page booklet on Fedders Room 
Air Conditioners. 

(] I want to see a Fedders Office Air Conditioning 


Specialist. 


{ddress 





YOU NEED THIS 


Challenge 


EQUIPMENT 


PAPER CUTTERS: 


11 models — 7 sizes . . . from 

lever cutters in bench and floor models 
—to power cutters with hand or 
hydraulic clamp. Engineered to provide 
smooth, accurate cutting with 

minimum effort and maximum sofety. 


PAPER DRitts: * _ 


For standard run of loose- 
leaf work. Also adapt- \ Sok 
able for variety of TRADE-MARK (R) 
novelty jobs. 9 styles . oe a 
aitehte~.tone. dealers in all principal cities 


foot, power models. Beate & eal ery 


THE CHALLENGE MACHINERY CO. 
GRAND HAVEN, MICHIGAN 


PROOF - y Send details as checked below: 
PRESSES: — 4 + 7 [_] Paper Cutters [} Poper Drills 
Always a sharp : [|] Proof Presses Paper Punches 
clean impression; 

easy operation. Name 


Full selection of 5 <a 
styles — 5 sizes. " Full Address 


Mail coupon for specific information 
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O csithaial 


H. C. Price Co. Plans a Modern Office and Apartment Building 

Incentive Pay Is Lent at Interest ' ; .Wilbourn McNutt 
New Books 

Systems Analysis Proves Worth While Even in Well-Run Office .......Richard Neumaier 
Office on Tour . Cehiee Meet 

What Top Management Expects of the Office Manager W. Miller Bennett 
A Structural-Functional Manual Produced in the Office M. V. Terracino 
A Unit Plan for Accounts Payable 

Record Attendance at 1953 NOMA Conference 

Special Plate for Signing Checks on Addressing Machine W. J. Cunningham 
New Products 

News of the Office 

National Conference & Exhibit Calendar 

News of the Industry 

As We See It 


ON THE COVER: Model of the 18-story Price Tower (see page 7) 





WILLIAM SCHULHOF, Publisher 


WILLIAM R. SCHULHOF, Editor JAMES GORMAN, Managing Editor 
THE OFFICE is published on the first of every month by Office Publications Company, 270 Madison Avenue, 
New York 16, N. Y. Telephone: LExington 2-2245. Cables: Wilhof, New York. 

Chicago Office: Civic Opera Building, 20 North Wacker Drive, Chicago 6, (Fred E. Zindler) ANdover 3-2668. 
Also publishers of the annual export editions: LA OFICINA and OFFICE EQUIPMENT EXPORTER. 
SUBSCRIPTION: One Year $2, Two Yoars, $3, to U.S., Possessions and Canada. 

To All Other Countries, One Year $3, Two Years $5. 


Member of Controlled Circulation Audit, Inc. 
and National Business Publications, Inc. 


CIRCULATION OF TRIS ISSUE OVER 28.000 COPIES 
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Model of the Price Tower 


coe: 


designed by Frank 


Bs 














Lloyd Wright. A night view is shown on the cover. 
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H. C. Price Co. Plans a Modern 
Office and Apartment Building 


N 18-story combination office and 

apartment building, designed by 

Frank Lloyd Wright, will be erected 
in Bartlesville, Okla. according to 
Harold C. Price, president, H. C. Price 
Co., pipeline construction firm. To be 
known as the Price Tower, the building 
will contain advanced concepts of engi- 
neering and architecture. 

The Price company, which has main- 
tained headquarters in Bartlesville for 
31 years, will oceupy the top three office 
floors of the building and use other 
facilities in the structure. A two-story 
wing will be oceupied by the Bartles- 
ville area offices of the Public Service 
Co. of Oklahoma. Eight two-story apart- 
ments plus office space on ten floors will 
be available for rental. There also will 
be locations for specialty shops on the 
ground and mezzanine levels. 

Selection of Mr. Wright as the archi- 
tect was in line with Price’s desire to 
build an edifice that would have both 
beauty and utilitarian value. The site 
of the building is a 140 by 150 ft. lot 
at the northeast corner of Sixth and 
Dewey in Bartlesville. The tower see- 
tion of the building will set diagonally 
on the lot. The Publie Service wing 
will join the back of the tower and, ad- 
jacent to the building, there will be a 
covered parking area. Rising 186 feet 
from the ground, the tower will have 
four equal, independent sections or 
quadrants: three to be occupied by of- 
fices and one for apartments. The con- 
crete and glass faces of the tower will 
be approximately 45 ft. wide. 

Metal louvres, or vanes, will be set 
vertically in the apartment quadrant on 
the southwest corner of the building 
where the sun will shine brightest. 
Across the tower’s other three quadrants, 
where the offices are situated, the vanes 
will be horizontal. These 20” fixed 
louvres will admit indirect light only and 
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protect the windows from wind and 
rain. Windows will be gold-tinted glass 
to diffuse sunlight and aid interior illumi- 
nation. The concrete parapets will be 
decorated with stamped metal sheets. 

Roofs of the Publie Service wing, 
apartment balconies and upper terraces 
will be planted, and the building loca- 
tion will be extensively landscaped. <A 
decorative fountain will be set atop the 
wing, adding to the galaxy of color 
which will be presented by the site. 
Every means has been taken to provide 
the most efficient use of space. All 
plumbing, wiring, air conditioning duets 
and rubbish chutes will be contained in 
shafts within the vertieal supports. 
There will be a basement and sub-base- 
ment, the latter housing equipment for 
the automatic elevators. The basement 
will contain incinerator and garbage 
facilities, laundry and storage rooms. 
A small apartment will be loeated at 
ground level for the building’s superin- 
tendent. 

The apartments will be completely 
isolated from the offices with entrance 
through a separate lobby served by an 
automatic elevator. The lower level of 
each apartment contains a combination 
living and dining room, kitchen, lava- 
tory, vestibule and closets. The upper 
level, arranged as a mezzanine with a 
portion of the living room being two 
stores high, will contain two bedrooms, 
bath, closets, storage space and a tri- 
angular-shaped protruding baleony. This 
second story can be reached by either a 
stairway or the automatic elevator. 

Newsstand and automatic elevators 
will be situated in the lobby of the office 
section. Above the lobby will be an 
open mezzanine. The 13 office floors 
above the mezzanine will be similar in 
design with three large office suites and 
a lavatory on each floor. In addition 
to the elevators, a semi-enclosed ramp 
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Le Febure 


COMPLETE POSTING UNIT! 


MAGIC KEY 
ADJUSTO 
TRAY-BINDER 


EXCLUSIVE! 
Compressor 
plates made to 
fit sheet size 
ot no. extra 
charge! 


saves space! 
speeds paper handling! 


Save 5 to 15 minutes every 
hour during machine posting 


Installations prove it! LeFebure Tray- 
Binders, Posting Stands and Bookkeep- 
ing Machine desks provide an orderly 
arrangement—more room at less cost. 
Everything ot hand. . . uninterrupted 
work. Space saved — time saved. Let 
our trained representatives help YOU— 


WRITE FOR FURTHER INFORMATION 


ebusee CORPORATION 

(7 CEDAR RAPIDS, IOWA 
The World’s Most Complete Line of 
Posting Trays, Tray-Binders and Stands 


hé@ & 


at one side of the building will provide 
access between floors. Above the three 
office floors to be oceupied by H. C. 
Price Co. will be a buffet and kitchen 
surrounded by open terraces which may 
he partially enclosed by movable louvres. 
This level will provide eating and recrea- 
tion facilities for Price office employees. 
The three successive levels above the 
buffet will contain a lounge room, con- 
ference room and Mr. Price’s own office. 
Topping the tower will be a 30-foot spire 
for television reception. The Public 
Service Co. wing adjoining the tower 
will contain offices and a small audi- 
torium to demonstrate electrical home 
appliances. 

Serving on the building committee for 
the Price Tower are E. L. Gallery, vice 
president and treasurer of the Price 
company; J. Stewart Dewar, vice presi- 
dent, Somastie Division; Alton Rowland, 
counselor; and Harold C. Price Jr., ad- 
ministrative assistant. 


Incentive Pay Is 
Lent at Interest 


WILBOURN McNUTT 
Pies ex NORRIS, a young busi- 


ness executive in Temple, Texas, has 

devised a form of incentive pay for 
his office help. It’s not a bonus, but a 
continuing, month-to-month system with 
a sound basis in the psychology of per- 
sonnel relations. Mr. Norris has only a 
small office foree, but his plan could be 
adopted by any firm doing business on 
credit. 

Mr. Norris owns the Mid-Tex Equip- 
ment Co., doing business largely with 
farmers in Texas’ richest agricultural 
belt. He sells trucks, tractors and home 
appliances. He also sells used tractors 
and trucks, and operates a garage to 
service these vehicles. From the garage 
he sells truck and tractor parts. 

“With so many departments to look 
after, I had to put in the incentive pay 
system—give the employees a share in 
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Ever use a CALLING CARD 
..-make an ANNOUNCEMENT ? 





Then you'll want to know this! > 


/} How it looks ... how it feels in the 
hand—these are the characteristics by which 
you judge. And they are the end results of 
using only fresh cuttings for your rag content... 


the best pulp .. . thorough blending ... ARMA 
o Bokers dozen of, continuing 
checks, including test for 


constant quality control throughout. The QRggaaemites 
reasons, in short, why Rising paper is recog- . 
nized everywhere as “Fine Paper At Its 
Best.” So well recognized that production is 
up a full 33144% since 1948. That’s the equiva- 
lent of three-billion calling cards! 


For name of nearest 
Rising merchant, 


/ write or ‘phone 
NEXT TIME TRY ‘ Pout, RISING PAPER CO. 
hi y Foon wie 0 Housatonic, Mass. 


Readily available in every part of the U.S. and Canada 
Through 85 leading local paper merchants 


Take a good look at the specific qualities of. . . 
’ Rising 
TEST AND COMPARE Satin-like sheen on a plated sheet 


at our expense! exceptional body, opacity and color. Distinc- 
THIS COUPON ENTITLES YOU TO five in announcements and cut cards. 


25 STANDARD SIZE SHEETS OF RISING PAPER Rising 5% RAC 
for press run tests ; 
: ; saa Fn J Snow-white fine vellum and bristol paper of 

Present this coupon to your printer or paper merchant bres { e 
or mail directly to Rising Paper Company, Housatonic, - broad application and acceptance for wed- 
Mass., with your letterhead. Offer limited to one set ding invitations, cut cords, etc. 

of somples to a customer-—olso you are requested to 

return S-report on your test run, _PHeW Rising 


"ope ? ’ Acknowledged leader in the No. 1 Sulphite 
AND REMEMBER ... “Fine Paper At Its Best” vellum and bristol field. . . “cleanest, crisp- 
costs no more .. . so why not have the best! = est, whitest of them all.” 





You pay two clerks $2500 each and they 
use $300 of Order Forms and $400 of 
Invoice Forms. How much will you save 
by a 10% reduction in cost of forms 
only? $70.00? Right. 


How much will you save if the two forms 
can be combined, resulting in saving of 
time and form cost? Let us show you 
the answer to that or any other form 
or system problem. 


We have over 25 years know-how and 
experience in designing and manufac- 
turing time-saving Business Forms. 





—, _ A few of our 
Ni Time -Saving Products 
22 2 oN << 











WRITE OR WIRE DEPT. O 


ERICAN 


REGISTER CO. 


FIRST AT K STS., BOSTON 27, MASS. 


PORTABLE AND COUNTER REGISTERS 
e FLATPACKS e CARBON ROLLS  e 
ONE-TIME FORMS 








the business so they would accept re- 
sponsibility,” he declared. Each de- 
partment is on a slightly different setup, 
keyed to meet individual requirements. 
For the office force it works like this: 
A fund is set up whereby each employee 
contributes $25 of his own money each 
month. The amount is not important ex- 
cept that it should be within the means 
of those participating. Each of these 
contributions is matched in an equal 
amount by Mr. Norris. 

This fund forms the operating capital 
for a loan company operated for the 
benefit of Mid-Tex customers when they 
buy merchandise from the firm. The 
interest on the loans is profit for the 
employee stockholders, divided on a pro 
rata basis. 

Result of this system? “Well, in the 
first place,” Mr. Norris explains, “it 
helps me to finance my own paper which 
I think is best for any business. Besides 
that it increases efficiency on the part of 
the clerks and bookkeepers.” Which 
means monthly statements go out on 
time, billing and posting is done 
promptly, employees strive to keep col- 
lections on notes up-to-date. They do it 
because they have a direct interest in 
seeing that it is done. It means more 
money in their pocket, not just a salary 
that they will receive regardless. 


, 
: « 
i a EI 
8 Whig 
i i 


Howard Norris (right) and Linwood Meissner, 
an employee, check the day's receipts. 
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=Sfapla-manie, 


by @ Here at last is 
real speed and 


=Sraplex efficiency in sta- 


THE AUTOMATIC noha 
ours ‘‘banging 
ELECTRIC away’’ at old 
STAPLER fig of fashioned staplers 
9 #7 —a costly, tire- 

some operation. 


Business of all 
types has proved 
that Stapl-a-matic 
cuts costs up to 
70% or more in 
every department 
where stapling is 
required. 


The fool- 

proof, instan- 

taneous action 

leaves both 

hands free for 
work—no levers or foot 
pedals—no motor to 
turn on or off—or to 
wear out. Stapl-a-matic 
staples as fast as work 
is fed to it. Reloads in 
five seconds. ..no parts 
to remove. 





N 


THE STAPLEX CoO. 
775 Fitth Avenue, Brooklyn 32, N.Y. 

©) Please arrange a free demonstration of the 
Stapl-a-matic in my office without obligation 
on my part. 


; 0 Please send me information on Stapl-a-matic. 





Name Title 





Company. Address. 


City Zone State. 
THE STAPLEX COMPANY 
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“| thought we couldn’t afford a new 
calculator. We tried a Marchant for a 
week and did | change my mind! 


“The Marchant is so simple to operate everyone 
in the office uses it. 


“The amount of time we’re saving is astounding. Our 
Marchant paid for itself in a matter of months.”’ 


‘ eo. 
The MARCHANT MAN in your phone book is ready to: re AD MARCHANT’S MANY 
show you, on your own work, that MARCHANT is the: F mj EXCLUSIVE FEATURES 
simplest calculator to operate, yet delivers the highest : - = INCLUDE: 
figure output. Call him or mail this coupon with your | (. “‘Push-Button” 
business letterhead to get your FREE... o4 | " Multiplication 


Guide to Modern Figuring Methods C34 Complete Carriage 
illustrated Booklet about Marchant Calculators () : Carryover 
: One-Hand 
Keyboard Control 
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Bach, Beethoven and the Boss! 


... with Easier-to-Use 


SoundScriber’ 


DICTATING EQUIPMENT 


Thanks to SoundScriber, this salesman will 
listen to all three tonight. His prized recordings 
plus a pep message from the Boss! 
For SoundScriber alone offers a dictation dise that plays back on long-playing 
phonographs. One wafer-thin disc, no bigger than your palm, carries 15 full 
minutes of dictation, mails for a 3¢ stamp! Now you can conduct sales meetings, 
transmit confidential information or personal messages to traveling men with as much 
privacy as though they sat across your desk. 
Like to know how this versatile, easy-to-use dictating equipment can make your 
field force even more efficient ? Mail coupon today! 





SoundScriber Corp., Dept 0-7 


Only SoundScriber Offers You: New Haven 4, Conn. 

1. Automatic On-the-Disc 4. Lightest All-Purpose Send sample disc and literature. 
Indexing. Machine. 
The only dictation disc 
useable on long play- 

3. Mail-Chute Size Discs. ing phonographs. 


SEND TODAY 


2. Two Arm Flexibility. 





« aa sap? 4 
aK UN iv 


SS) 


2 0. HY Me Off MMINMY 
ur original founders insisted from the 

: very beginning that trading down to competitive 

ey/ levels was putting the cart before the horse. 

ty Make intrinsically superior products and watch them 

find their own markets — was their idea, and still is 


our idea. We put first things first. 


4 


TT 


a . 
c 


+ 
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Prnamaseaven Ribbons and Carbons 
are blueprinted and manufactured by skilled 
technicians cleaving to a careful formula — 
no guesswork, no mass-production conces- 
sions, no deviations from our time-honored 
custom .. . Quality First! Thus do PANAMA- 
BEAVER materials hold the favor of execu- 
tives, secretaries and purchasing agents 
who measure economy by results! 


PANAMA-BEAVER 
Vitbbad’ aline 


Coast to Coast Distribution 


MANIFOLD SUPPLIES Co. 
188 Third Avenue Brooklyn 17, N. Y. 


HECTOGRAPH UNI-MASTERS INKED RIBBONS 


things first 











Saltonal presents the first and only 
( [WE KEYBOARD 


roKe fellate Manlecaaliat=) 





No need 
to use motor bar.. 


Saves up to 50% hand motion! 


Now you can add and list without depressing a 

motor bar! On this remarkable National every —niye Keyboard 

amount key is its own motor bar, because every _ig combined with 8 other time-saving fea- 
key is electrified! tures found only on National: 

Simply press the keys you want to add—the Automatic Clear Signal ® Subtractions in red * 
machine does it instantly! Your hand need Automatic Credit Balance * Automatic space-up 
never leave the “Live” Keyboard when adding of tape when total prints * Large Answer Dials * 
amounts. You save up to 50% hand motion. Easy-touch Key Action ® Full*Visible Keyboard « 

National’s “feather-touch” action makes it °¥99¢¢-Ovty Construction. 
easier than ever to press two or more keys at once. 

All ciphers print automatically. Operators love it 
—they do their work with so much less effort. 


For demonstration 
phone the nearest National office or National dealer, 


THE NATIONAL CASH REGISTER COMPANY, payton 9, onia . 
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| Planned Installations - - - 
made with Security 





“yes 


Planned installations —right at the design stage, while the office 
building is still on the drawing board—can be made with 
“yes” and “no” 


Security’s CRESTLINE. 
the men who make the 


Today's office management 
decisions—want and demand office furniture that is rugged, efficient 


and attractive. They welcome the job-designed efficiency that 
CRESTLINE Steel Office Furniture offers. 

It is this recognition that makes possible increased installation 
profits through original office planning. And, because Security is 


your business, you can make the most of it! 


CREATORS OF YN LINE FOR THE BEST PLANNED OFFICES OF COURSE 


SECURITY STEEL EQUIPMENT CORPORATION + AVENEL, N. J. 
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DEPARTMENTAL CONTROL 
MODEL 355 


SELF-SERVE 
MODEL 315 


Business Machines, Inc. 


679 Front Ave., N.W., Grand Rapids, Mich. 


ITEM ADDING © ISSUES CUSTOMER’S RECEIPT 
© SAFEGUARDS ALL TRANSACTIONS 


Only R. C. Allen Itemizing, Receipt- 
Issuing Registers Have All These 
Time and Labor-Saving Features — 


@ Visible Dials ® Automatic Clear Signal 
® Automatic Count and 
Print of Items 
® Visible Keyboard © Automatic Space-Up 
From Total 


® Visible Printing 


DEPARTMENTAL CONTROL CASH REGISTER 
Multiple Total Itemizer Model 355 


Designed to speed up servicing of customers in 
self-serve stores where departmental totals are 
desired. Automatically departmentalizes sales 
in three departments, provides tax total. As 
easy to operate as an adding machine... no 
long reaches .. . comfortable hand-span key- 
board, Registers paid-out and received-on-ac- 
count items up to $10,000. Autographic detail 
audit tape . . . issues receipt with each item 
designated ... prints count of items. Chrome 
finished, mounted on 15” ice green cash drawer 


SELF-SERVE SPECIAL Model 315 


Especially designed for merchants wishing to 
give printed, itemized, totaled receipt, but who 
do not need departmental totals. Daily sales 
totals are under lock and key, Has all oper- 
ating advantages of Model 355, including read 
and re-set key, Large registering capacity 
key for miscellaneous adding, without disturb- 
ing grand total... emergency drawer re- 
lease lock . . . department designating keys 
. certification device . . . add-speed keyboard 
... automatic clear signal and visible dials... 
motorized repeat key. 


Write today for pricey and complete information. 





Dependability is the basis of confi- 
dence. It is on this dependability 
that R. C. Allen Typewriter Dealers 
rely when selling the new R. C 
Allen “Standard”. THEY KNOW 
that dollar for dollar, feature for 
feature the new R. C. Allen is the 
greatest typewriter value on the mar- 
ket. And once they have tried it, 
THEIR CUSTOMERS KNOW IT 
TOO! Treat YOURSELF to a gen- 
erous portion of this confidence by 
inquiring how YOU can become an 
R. C, Allen Typewriter Dealer. IT 
WILL PAY YOU TO KNOW! 


Look at these PLUS features of 
the new R. C, Allen typewriter. 











5 60 65 rae) 
prsibonggan pits 





MODEL 611 
5. cas (Six carriage 
Set Margin Sy #5 H ” y widths available) 
The exclusive WONDER WIN- . 
DOW lets you KNOW instontly 
that your margin is correctly set. 


Now ig te time 
Now is the time 


Now isthe time 
Now ie the time 


Retyping is Unnecessary 





Cleaning Problems Ended! 


less Time — More Lines Perfect Type Alignment 


The &. C. Allen “Speed Lever” 
lets you set new line in o frac- 
tion of the time needed by other 
stondard machines. 


“Error correction control” per- 
mits deletion of characters typed 
by mistake or insertion of 
omitted characters. 


There's no dirt, no mess in 
changing ribbons and cleaning 
type on the R. C. Allen. . . 
ribbons, type ore fully exposed. 


Your typing looks like fine print. 
ing on an R. C, Ailen. Type is 
avtomotically aligned by the 
newly-designed segment ring. 


SEND ME TODAY 


proc o ooo 


$13950 


The lowest-priced standard typewriter 
offered today! An R. C. Allen at this 


sensational price is the typewriter value 


full details on the 600 line R. C. Allen Typewriter. 
A few choice dealer territories are still open. 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, N. W., Grand Rapids, Mich. 


of the year. Siena 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, N. W., Grand Rapids, Mich. Street 


Business 


nt ES MOE ET PMI CN RE IMEI A ORE A EE II 





PROFITS # 


WITH FRANKEL propucts 


Lee 4 
Po ‘ oo 


Yes, profits and sales both climb when you start 
selling the internationally famous line of Frankel 
Klean-Write products. High consumer accept- 
ance will make Klean-Write products your 
leading line. 


47 years of research have produced the ulti- 
mate in stencils... the Klean-Write stencil that 
will produce work comparable to actual print- 
ing. These miraculous stencils will actually sell 
themselves wherever they are given a fair trial. 
They‘re made for all duplicating machines... in- 
cluding the Rex Rotary, the Gestetner, and the 
Roneo. 


And at,last...a specially treated nylon fabric 
that is super-absorbent...that gives you the 
longest wearing and sharpest writing of any 
ribbon on the market today ...the Klean-Write 


Write today for free samples of the Nylon Ribbon. 
1060X Klean-Write Stencil and full 
details concerning the Klean-Write 


Nylon Ribbon. You'll be glad you did! 





Gentlemen: 
Please send me samples of the 
Klean-Write Stencils - 


Please send information and prices CJ 
on the Klean-Write Nylon Ribbon. 





Signed 
Address. 
City 

















FRANKEL MANUFACTURING COMPANY 


285 RIO GRANDE BLVD. * DENVER, COLORADO 


MEL IE pI ce RE ARTE Smo 
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wrong way 


Records thrown on shelves are hard to 
find, collect dust and take up 50% 
more room. 





SANITARY BASES 


LETTER SIZE $355 
. Li LEGAL SIZE $435 
FOLLOW a 
BLOCKS CHECK SIZE $240 


9O¢ ADDITIONAL 
Made for any size file 





PRONTO FILE CORPORATION 


285 Madison Avenue New York 17,N. Y. 








right way transfer to pronto 


Records in Prontos can be located in 
a jiffy . . . stay neat and orderly. 
Doubles your filing space. 


Save money, transfer into low cost 
Prontos and use your expensive cabi- 
nets over again. 


storage files 


There is a size made for every office record. These Pronto 
files are sturdily built of 275-lb. test fibre board, reinforced 
with steel on the shell and the four corners of the drawers 
as well. They cost no more than ordinary files! Can be in- 
terlocked into solid units and stacked to the ceiling. Beauti- 
ful in appearance, finished in olive green to match your 
regular office files. Will last a lifetime. 





Prices slightly higher in Texas, 
Colorado and West of the Rockies. 


PRONTO FILE CORPORATION 


285 Madison Avenue New York 17,N.Y 





YOU SEE IT IN INVOICING You see it in invoicing, in 
every figuring chore... payroll 
calculations, inventory, taxes, 


& engineering: Extra thinking 
osts come aowrn by the Friden fully automatic 
Pe ae 


Calculator saves extra hours 

e . 
wit 4 an ordinary calculator, the 
Friden performs more steps in 
figure-work without operator 











of expensive human time! Not 
decisions than any other cal- 
culating machine ever devel- 


° ° oped. And operates so auto- 
extra thinking matically anyone can use it 


without special training. 


THE THINKING MACHINE OF AMERICAN BUSINESS 


s 


You've never seen a calculator do what  tor’s cost quickly. Friden sales, instruction 
the Friden can! Send for your nearby Friden and service available throughout the U.S. 
Man and let him demonstrate Friden appli- and the world. FRIDEN CALCULATING MACHINE 
cations in your business. Time-savings, piled —_co., 1Nc., San Leandro, California. 

up hourly and daily, pay back this Calcula- © Friden Calculating Machine Co., Inc. 
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OFFICE 
MACHINE 
STANDS 


from 


$3.45 


hk 
“we! 43 ek 


dine 


GENERAL SPECIFICATIONS: 


Frame 2412" wide, 17%" deep, sim- 
ple elevating device. 3’ diameter 
casters. 1’ steel tubing. When in 
rolling position, distance between 


casters 25%" depth x 19%" width. 





Top 18x18’. Drop leaf attachable 
either side 16x18”. 


Adjustable Ball Foot as- 


sures stability on uneven 
Shown with the IBM (20” carriage) ‘ } 
ELECTRIC TYPEWRITER 


GENERAL FEATURES: 


Tusco stands can’t capsize. They will Constructed to carry. weights far-in 
excess of typical machines. Life time 
service guarantee. 


not vibrate. Drop leaf goes on either 


side. Exceptional operator comfort. 


TUBULAR SPECIALTY MFG. CO. 


1940 Stanley Avenue 





Detroit 8, Michigan 











BUY 
CARBON PAPER FOR THE TROPICS 


that is made to be used in temperatures 
of 85 to 100 degrees Fahrenheit 


(without rollmarks or smutting.) 


Where it is necessary to use 
carbon paper in the tropics, USE 


KEE Lox, DRI KLEEN CARBON. 


CLEAN IN ANY TROPICAL TEMPERATURE 
NO SOILED CLOTHES, 
CLEAN RECORDS, 
NO INCONVENIENCE, 
BUT 
PERFECT EFFICIENCY. 





MANUFACTURED IN 4, 5, 6 AND 8-LB. WEIGHTS 
Genuinely BONE CLEAN. 





Will be pleased to send Samples Free. 
EXTRA discount to Foreign Buyers. 





KEE JOx, EXPORT DEPT. 


ROCHESTER 1, N.Y., U.S.A. 





THe OFFIice 








Reduce Noise, Increase Efficiency with VICTOR’S Exclusive 


Str Cluioe 


VICTOR CUSTOMS add, sub- 
tract, multiply, divide, calculate. 
Your choice of 10-key or full 
keyboard, electrically operated. 
Totals 11 or 9 columns. 


Py Wego 


CUSTOM 
ADDING 
MACHINE 


Reduces Noise 54%* 


Revolutionary Design 


Now Victor has surpassed even its own 
standards of silence in the high-speed Super- 
Quiet Custom adding machines. With the 


rugged mechanism “floating” in an exclusive 
sound-reducing case, Victor Customs are 
faster, more efficient, quiet as a whisper. 
Available in both 10-key and full key- 
board models, Victor Customs cut operating 


costs and simplify figure-work. A movable 
decimal marker, allows operator to pre-set 
decimal places, speeds calculation, eliminates 
counting columns on tape. 

There are 42 basic models in the Victor 
line, for every size and type of business. 


* Based on scientifically controlled tests, 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. 
World’s Largest Exclusive Makers of Adding Machines. In Canada: McCaskey Systems Ltd., Galt, Ont. 


INVEST IN 


ene: 


ED ED ED GD ED SD ED ED ED SD 8 GF GP 8 8 OO OOD NBSP SABI®Q“®®“£®AAMSSG 


Victor Adding Machine Co., Chicago 18, Ill., Dept. OM-753 
Please send free literature on the Victor line including descriptive 
folder on the Super-Quiet Custom adding machines. 





VIGTOR 





Company Name 
Address 
ee 


34 YEARS OF 
QUALITY RECOGNITION 
THE WORLD OVER 


joe State 





er 
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all perfect coptes... 


They mimic Mama to a quack! Just as every carbon copy 
(even the last!) that you make with Queen Carbon Paper 
duplicates with remarkable clarity the original message— 
time and again! Queen has dedicated itself to producing the 
ultimate in duplicating materials; in our laboratories 

great strides are being made to perfect them still 

further. That's why you can count on Queen to 

bring you the /atest developments first. Follow 

America s business leaders to increased 

office efficiency with Queen! 


ASK YOUR PURCHASING AGENT TO SEND () 
FOR FREE SAMPLES OF QUEEN QUALITY veen 
CARBON PAPER available in 4 weights RIBBON & CARBON CO., Inc. 


and finishes for all business needs. = B. ae 1.) 


Monutacturers of: INKED RIBBONS, CARBON PAPERS, MASTER UNITS, CARBONIZED ROLLS, SPIRIT and HECTOGRAPH DUPLICATING CARBONS 
FACTORIES: Garden City, New York * Chicago, Hlinois * Atlante, Georgia 
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12 yunit—2 bank Denominator 





Each unit of The Denominator represents a 
separate item for sale. As mail orders are 
received the items are tabulated quickly, 
easily and accurately on The Denominator. 


It's quick, time-saving — ECONOMICAL — and does away with the 
old-fashioned tedious tally sheet operation. 
Let it work for you—There is no better way! 


For details write Dept. OM-11. 


u Denominator Compan Y, 


261 BROADWAY NEW YORK 7, 


Manufacturers of Tabulating Machines for over 35 years 
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NOW! a Full Keyboard 


Calculator for only *219%2 
a MONROE Exclusive! 


Here’s a real sales maker 

for office equipment dealers. 

And an exceptional value for the 
small businessman or merchant! 
It’s Monroe’s unique Model 

LE 1307 small, hand-operated 
calculator with full keyboard. It’s 
got all the sales-appeal and 
advantages of the world-famous 
Monroe line. Its capacity 

(7 column keyboard and 13 result 
dials) makes it useful for a wide 


variety of figuring work. You 


can be sure of extra profits with Peeseseeee eee eeeseeeeq 


Monroe Calculating Machine Company, Inc. 
Dealer Sales Division 
555 Mitchell Street, Orange, N. J. 


this Monroe machine on your sales 
floor. Mail the coupon today for 
full information on the 


Gentlemen: 


We're interested. Please rush complete dealer information on 


Monroe LE 1307. the LE 1307 Monroe Calculator. 


MONROE 


CALCULATING and 
ADDING MACHINES 
Monroe Calculating Machine Company, Inc. 


Dealer Sales Division 
555 Mitchell Street, Orange, New Jersey 


Company 


Street 


Pea eee 
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Try AC CObinding! 


You'll Like It Better Because It 1S Better 


When all is said and done, the true reason why you ought to use the Acco 


method is that you’ll like it better! 


You'll like Acco Fasteners, Accobind Folders and the Accobinding way of 
filing all your business papers because they mean security, neatness, order, 
quick finding, office and personal efficiency. 


Acco-binding does away forever with 
“scatteration filing”, limp and messy fold- 
ers, lost or mislaid papers, Acco-binding 
brings all related papers together and keeps 
them there. Your correspondence, orders, 
invoices, reports and other records are al- 
ways in order, safely bound—temporarily 
or permanently as you wish—and readily 
available. 


ACCO PRODUCTS, 


incorporated, 


Acco-binding is easy to operate, foolproof, 
economical. Simply punch your papers, 
place them over the prongs of the Acco 
Fastener in an Accobind Folder and be 
assured that “Acco-bound papers are 
SAFE papers”. 

Yes, you certainly will like Acco-binding 
better, because it is better. Try it and see! 


OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 
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THE BIG 4 


IN STENCIL DUPLICATING 


TEMPO ALL-ELECTRIC 
OFFICE PRINTER 


for speed—efficiency—beauty 


TEMPO FILM STENCIL 
will produce better copies 
than any other stencil, regard- T a M F 1] j i KS 
less of typewriter used for 
cutting 


Designed to produce beautiful copies 
and meet your specific requirements 





(7 _} [ Ye WRITE FOR CATALOG showing complete 


eae line of Tempo Duplicators, Stencils, 


STENCIL 
DUPLICATING PRODUCTS Inks and Accessories 





_— 


MILO HARDING CO. 


MILO HARDING E434 W. Pico Bivd., Los Angeles 15, Calif. 
Please send illustrated catalog 
COMPANY 


Established 1904 Name 
434 WEST PICO BOULEVARD, i 


LOS ANGELES 15, CALIFORNIA 








Sincsinniocsiiniteseitieti 
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aN 
FINER MA — fr vod TTER PRODUCTS 


DOMESTIC IMPORTED 





: | 
Quality materials and supplies fc 


Gla clolsMer-liloMe alolefoli mee ulelaltlivaltid-ta: 


TYPEWRITER RIBBON FABRICS 


Fabrics that have been specially designed 


and woven to produce really better ribbons. 





Moller Proc Corp. 


21 WEST STREET Tr YORK 6, N. Y., U.S.A. 
P ye 
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YOU DONT 
HAVE TO BE 
LUCKY 


FOR BEST RESULTS... 


WHEN YOU SWITCH TO 


MERCURY PRODUCTS 





The makers of Mercury leave nothing to chance! Every 
Mercury Roller and Blanket you buy has been checked 
and re-checked by electronic testing devices—to make 
sure they are perfect in every way. We guarantee 

they'll outperform any other accessories you've ever used. 


ee 


FEDERAL AT 26TH CHICAGO 16, IiL 
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Manufacturers of 
the complete line 
- . « thet stands 
the test of time. 


How? Simple! By having these items packaged under 


YOUR OWN BRAND NAME. This puts you in the enviable 
position of controlling the inventory, the distribution poli- 
cies and the selling prices of these items . . . PLUS firmly 
establishing YOUR OWN BRAND NAME with your cus- 
tomers. Think what this can mean in repeat sales! 


How to set up YOUR OWN BRAND LINE? ... by dealing 
with the H. M. Storms Company . . . who have been serv- 
ing the dealer trade for more than a half century with 
private brand Carbon Paper, Inked Ribbons and Carbon- 
ized Rolls. 


We would like to tell you more about the STORMS PRI- 
VATE BRAND PROGRAM .. . and open your eyes to the 
benefits you will gain as a user of this plan. 

Please use the coupon for complete details . . . or write on 
your letterhead to Department O4. 


H. M. STORMS COMPANY 


STORMS BUILDING, BROOKLYN 38, N. Y. 


M. M. STORMS COMPANY 

Storms Building, Breoklyn 38, w.Y. 

Gentlemen 

We ere interested in the STORMS PRIVATE BRAND PROGRAM Please send 
ws complete information ond somples 





Compeny Nome 

















CALCULATOR 


It's all a matter of facts 
and figures. Plus Calculators 
subtract from your overhead 
because they : 


Service immediately available — seldom required. 


om OMI 9UTING MACHINES “INC, 














° 
. 
e 
e 


e 
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BUSINESS EXECUTIVES 
CHECK THESE QUESTIONS 


if you can answer “yes” to most of them, you—and your company— 
are doing a needed job for the National Blood Program. 





HAVE YOU GIVEN YOUR EM- HAS YOUR MANAGEMENT EN- 
PLOYEES sear OFF TO MAKE DORSED THE pee BLOOD 
BLOOD DONATIONS? DONOR PROGRA! 


- vou Stay on HAVE YOU INFORMED EM- 
RECOGNIT PLOYEES OF YOUR COMPANY'S 

DONOR Ss? PLAN OF CO-OPERATION? 

DO YOU HAVE A BLOOD Om THIS INFORMATION 


DONOR HONOR ROLL IN YOUR GIVEN THROUGH PLANT BUL- 
COMPANY? LETIN OR HOUSE MAGAZINE? 


HAVE YOU mmargoy TO HAVE HAVE YOU CONDUCTED A 
A BLOODMOBILE MAKE REGU DONOR PLEDGE CAMPAIGN IN 
LAR VISITS? YOUR COMPANY? 


CIENT PLANS CAN BE MADE 


WAVE YOU SET UP A LIST OF 
Ons $0 THAT Ff 
FoR SCHEDULING DONORS? 


Remember, as long as a single pint of blood may mean the difference 
between life and death for any American , . the need for blood is urgent! 








thig 
man 
has 


in his veins | 


Of course he’d never volunteer to give blood, 
anyway. But any resemblance of this old duffer 
to the average, red-blooded American is a 
mistake. 

For instance, several million healthy Ameri- 
cans have given blood. But it’s not enough. 

So this is to tell several million more Americans 
that their blood is needed—now! 

We’ve never let anyone down who was in 
trouble. When a GI gets wounded and suffers 
shock—he’s in bad trouble. He’s got to have 
blood and lots of it! Folks here at home need 
blood too—to save their lives. 

So make a date with your Red Cross, Armed 
Forces or Community Blood Donor Center. 
One hour and you’re on your way. 


GIVE 
BLOOD 


.. give it again and again 
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Mr. Dealers. /¢ 
: ~~ 
this means - lor you 


FLAGSHIP carbon paper has one feature of the greatest im- 
portance that makes it different from and superior to all other 
types —its revolutionary new metallic back. 





This development has vast significance for the user . . . and 
equally great meaning for the dealer. Because of its exclusive, 
patented construction and pigmentized ink formula, FLAG- 
SHIP has greater versatility than the kind you may have 
“always bought.” 


In the past, each new carbon paper development has 
added numbers to already bulging retail stocks. Here at last 
is a development which allows you to cut inventory. No more 
overstocking of weights and writes - FLAGSHIP meets the 
needs of more people with fewer numbers. 


Gone with the overstocks are the “mysteries” of carbon 
paper merchandising. Here at last is a line that non-technical 
minded people—on either side of the counter—can understand. 
Selling the Flagship line is easy —even for new personnel! 


And Flagship’s distinctive metallic back means more cus- 
tomer satisfaction and ever-increasing repeat business. For 
everyone recognizes Flagship’s superior writing, handling and 
lasting qualities —and remembers its silvery gleam! 

Have we got something? You bet —and there's still more 


to the story. We'll be glad to tell it all to you. Make it a point 
to write today! 





CARBON AND RIBBON MANUFACTURING CORPORATION 
General Offices and Factory: 165 Duane Street, New York 13 
Western Office & Warehouse: 3404 So, Main, Los Angeles 7 
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More than 10,000 Olivetti Fully Auto- fwhivet ti 
matic Printing Calculators are now 
helping American business reduce 
figure-work costs, by providing fully- 
automatic calculator features combined 
with high-speed, high-capacity adding, 
subtracting and listing + a permanent 
record of all calculations and results, 





on the printed tape + automatic credit 
balance and combined-operations fea- 
tures + remarkable dependability. No 


specialized operator training required. 


Ivrea, site of Olivetti’s largest factory 

and international headquarters, lies at 

the foot of the Alps in northern Italy. It 

s is considered one of Western Europe's 

oO i i "| cos t t f best-planned communities, with archi- 
tecturally noteworthy homes, apartments 

and schools for Olivetti workers. Other 





Olivetti factories are in Turin, Massa, 
Naples, Barcelona, Glasgow, Johannes- 
burg and Buenos Aires. Now 420 
Olivetti dealers in the United States sell 
and service Olivetti calculating ma- 
chines. For information, write to 
Olivetti Corporation of America, Dept. 


Q, 580 Fifth Avenue, New York, N.Y. 
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NE 
Books 


THE AUTOMATIC OFFICE by William L. Alden 


et al. Alden Systems Co., Westboro, Mass., pp. | 


48, $5. 

The fourth printing of this report 
which tells of the electronic computing 
equipment now available and suggests 
what the automatic office of tomorrow 
will be like. It contends that office man- 
agement should thoroughly analyze its 
systems to aid science to design prac- 
tical electronic equipment for office use. 
A study of this report will aid in such 
an analysis. The authors believe that the 
evolution of the office to automatic oper- 
ation will be gradual, that each company 
will start with electronics doing one job, 
and convert additional tasks to elec- 
tronic equipment after the preceding 
ones have been successfully worked out. 
But the first step is for business to de- 
sign its procedures so that it can take 
full advantage of electronic advances 
as they become available. 


YOUR PAPERWORK PROBLEM AND THE KNOX 
PLAN, Frank M. Knox Co., Cleveland, pp. 14, 


Free. 

Of interest because it tells how to 
recognize a paperwork problem in an 
organization and what to expect from a 
paperwork control program, It also de- 
scribes the Knox plan for controlling 
paperwork. 

OFFICE ORGANIZATION AND MANAGEMENT by 


Harry L, Wylie & Robert P. Brecht. Prentice 
Hall, Inc., New York, pp. 544, $6.50. 


The third edition of a popular text on 
the many subjects which come under the 
head of office management. It covers the 
practical aspects of each subject in a 
manner which can be digested at one 
reading, then adds selected sources of 
reference for the reader who wishes to 
go deeper into a subject. This method is 
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The Most 
Popular Stenographic Posture Chair 


EVER made 


often imitated—but never equalled 


Send for new brochure illustrating 
and describing Model U-22 and 
other chairs in this series, 


POSTURE CHAIR CO., Inc. 


1205 CHARLOTTE ~ KANSAS CITY 6, MO. 


PACKED 
WITH MANY 
FAMOUS Gramer 
FEATURES PLUS 
BRAND NEW 
INNOVATIONS 





- TYPEWRITER RIBBONS 
CARBON PAPERS 


1. Uniform—ribbon after ribbon 

2. Reservoir Inking for long life 

3. Fine-Weave Fabrics for sharp, clear typing Fo 
4. Colorfast for permanent writing N 


MIRACLE WRITE 


FEATURES 


1. Clean—clean copies, clean 
hands 


2. Deep carbonizing for sharp, 
uniform copies 


3. Stabilized tissue for durability, 
easier handling, no curl 


4. Neat, easy erasing 


For The Kind Of Typing Other People Admire 
Columbia ribbons are made in an almost unlimited combination of fabrics, 
inks, writing strengths and colors for all business machines. There’s a 
Columbia carbon paper, too, in balanced paper weight, ink formula and 
color for every copying requirement. Your Columbia stationer can demon- 
strate the many quality and economy features of— 


COLUMBIA RIBBONS AND CARBONS 


SILK GAUZE » MARATHON + COMMANDER « CLASSIC «+ TITAN + RAINBOW + PINNACLE 
CoL_umsBia Rippon & CARBON Mpa. Co., INc., GLEN Cove, N. Y. 
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NE 
Books 


desirable from the businessman’s view- 
point because his time for study is al- 
ways limited and the subject of office 
management comprises so many diversi- 
ties. 


FEDERAL WHITE COLLAR WORKERS, OCCU- 
PATIONS AND SALARIES, JUNE 1951. Gov- 
ernment Printing Office, Washington, D.C., pp. 
43, 15 cents. 

Occupational distribution and salaries 
in elerical, administrative and profes- 
sional work by job classification, loca- 
tion of employment and grade. Ask for 
Catalog No. L2.3:1117. 


HOW TO PLAN AND BUY PRINTING by R. Ran- 
dolph Karch. Prentice-Hall, Inc., New York, 
pp. 169, $6.35 
Written solely for the person who spe- 

cifies or buys printing, not for the print- 
er or technical expert. The author pro- 
vides all the information needed by the 
average person to order printing in a 
manner which will assure him getting 
what he ordered. A chapter explaining 
type composition covers cold type which 
ean be prepared in the office. The book 
is fully illustrated and indexed so that 
it can be referred to as needed and not 
read all the way through. 


RATIONELLES VERVIELFALTIGEN by H. Wind- 
linger. Schweizerischen Kaufmannischen Ver- 
eins, Zurich, pp. 99, 16.85 Swiss Frances. 
This work, in German, describes all 

reproduction and duplicating processes 

and equipment (especially European). It 
contains many actual samples of the re- 
sults of all processes with swatches of 
masters, etc. The samples are beautifully 
done and can be appreciated and used as 

a guide by anyone who may not be able 

to read the text. 


THe Orrice—July, 1953 


HANGING 


will solve your FILING 
PROBLEMS / 


But hang not the INNOCENT 
FILE CLERK— instead, try 
hanging the SOOSMP\NG 


It’s easy with 
new style 


Oxford PENDAFLEX® 


HANGING FOLDERS we. 








KU 














FOLDERS WANG OM SIMPLE FRAME 
THAT FITS 1M FILING DRAWER 


ly 


Send coupon for catalog and 
name of your nearby dealer 
who will install a_ trial 
drawer. Money back if you 


are not satisfied. 





Oxford Filing Supply Co., Inc. 
89 Clinton Road, Garden City, N. Y. 


Please send free Pendaflex catalog to 














five Wevecrrs | or 


YOUR LOCAL REMINGTON RANE 


‘wil weeeeeee. | ee : 


this IDEA from Remington Rand 


assures accurate margins...saves typing time! 


The idea? The new Perfect Positioning Scale 
and the new, simplified margin controls found 
only on today’s all-new Remington Standard 
Typewriter. To set perfectly-balanced margins 
or headings, typist flicks margins equal num- 
bers from zero-center—and she’s ready to type! 
There’s no carriage movement...no “margin 
mathematics.” She'll notice a real improvement 
the instant she touches the keys. That’s because 
of new Tested Tempo Touch which assures fast, 
accurate, rhythmic typing. 


Remington. Pand. 
PROFIT-BUILDING IDEAS FOR BUSINESS 


See these new features, plus the new 44-key 
Keyboard (two extra keys—no extra cost 
new light-weight ‘‘Speed”’ carriage, and the... .y 
other exclusive advancements. Ask for a free 
7-day demonstration today. And while you’re at 
it ask your Remington Rand man about the 
many other work-speeding ideas he has to offer. 
Profit-building ideas which include: electronic 
methods, punched-card systems, visible records, 
and others. Phone him at your nearest Reming- 
ton Rand Business Equipment Center today. 


Test-type the new Remington Stand- 
ard for 7 days—free! Try this remark- 
able new typewriter in your office at no cost 
or obligation. For free trial or free, 4-page 
folder, “Tested Tempo Touch’ (R 166) write: 
Remington Rand, Room 2908, 315 Fourth 
Ave., New York 10, New York. 
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Systems Analysis Proves Worth 
While Even in Well-Run Office 


RICHARD NEUMAIER 
Systems Consultant, Philadelphia 


go to church, the inference being 

that the people who need to be in 
church are not present and those present 
are already pillars of the church. The 
same condition prevails in business. Or- 
ganizations requiring a thorough over- 
hauling are the ones most reluctant to 
tackle it while organizations in good 
shape will usually try to further im- 
prove themselves. A case in point is 
John J. Nesbitt, Ine., Philadelphia 
manufacturers of unit ventilators, unit 
heaters and heat convectors. A com- 
plete systems and procedure analysis 
was undertaken in 1952 and no major 
changes could be recommended as a 
result of this procedure audit on any 
of the office operations. 

Why perform a systems and pro- 
cedure audit if you have a well-run 
business? The money spent for such 


IE is often said that the wrong people 


A view of the gen- 
eral office of John J. 
Nesbitt, Inc., Phila- 
delphia. Man stand- 
ing at far right is 
Edward Salter, sec- 
retary of the firm. 
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service might be better utilized than to 
pay for a report stating no major 
changes are in order. To prove how en- 
tirely wrong such an approach is this 
company made 44 minor changes. Some 
of these changes were only for the 
greater comfort of the employees, other 
changes brought about time-saving im- 
provements, none large enough to be 
classified as actual savings but all were 
potential savings. The difference be- 
tween actual and potential savings is 
based on the actual elimination of an em- 
ployee’s job or the reduction of the em- 
ployees’ workload only. No employee 
was displaced, but in the summation of 
this article you will find the evalua- 
tion of the improvements brought about 
by the analysis. 

Handling and editing of customer’s 
orders was the first procedure analyzed. 
The following changes were made: A 





Angeline Ritts sorting vouchers into a Le- 
Febure X-Ray Sorter at Nesbitt's. 


handwritten instruction to the typist 
giving the technical information for 
typing of the order acknowledgment and 
production form was eliminated. The 
order typist now prepares this spirit 
carbon form by typing the customer’s 
name, order number and all other 
standard data while the variable techni- 
cal information is handwritten by a 
Typing the 


trained order entry clerk. 
order is thereby speeded up, the order 
entry clerk does not write the standard 
data and proofreading the technical data 


is eliminated. There is no reason why 
handwritten information cannot be read 
by employees and customers as this in- 
formation had to be written for a typist 
to copy. Dictation equipment was not 
practical for this particular application. 
The spirit carbon form was re-designed 
to take care of advance shipment of cer- 
tain parts which are required by the cus- 
tomer prior to the actual delivery of the 
ventilating units. To speed the duplica- 
tion of certain copies where deletions 
were required, a shorter sheet was sub- 
stituted to eliminate inserting of a block- 
out overlay in the duplicating machine. 
The typing of a five line clause stating 
certain pricing specifications was elimi- 
nated by printing the clause on the or- 
der acknowledgment sheet used by the 
duplicating machine operator. 

A sales agency was using a much 


44 


better designed salesman’s order form 
than was used by the company itself. 
The company order form was redesigned 
to follow the style of the agency’s 
order form. More details have to be filled 
out by the salesmen, but fewer requests 
for additional information are now re- 
quired. 

A hand operated spirit duplicator was 
purchased to speed the duplicating of or- 
der acknowledgments and production 
forms. The general activities in the de- 
partment did not warrant an electric ma- 
chine because the hand-inserting of va- 
rious pre-printed forms, the short run 
of each order and the total number of 
orders did not warrant a larger expendi- 
ture. 

Changes made for the production con- 
trol department in several areas were 
as follows: Tags with instructions for 
the manufacturing operation were re- 
designed for typewriter spacing and 
for better adaptation to the specific in- 
formation entered on these tags. Stock 
requisition forms were redesigned to 
accommodate the basie requirements for 
spaces and for greater legibility. The 
purchase requisition forms issued by 
stores were designed to accommodate the 
requirements of the purchasing depart- 
ment. Requisitions for expendable ma- 
terials such as nuts, bolts and other small 
items were eliminated and the posting 
of these expendable items transferred 
from a visible card inventory control 
to a bin control whereby the posting was 
entered only when a new barrel, a new 
ease or a new carton had to be opened 
to refill the open stock bins. 

General maintenance and _ janitor 
items were also put on bin control 
where the maintenance employees mark 
the control tags for the expendable items 
purchased for their use. The minimum 
quantity is listed for each of these ex- 
pendable items. The maintenance em- 
ployees are not as good record keepers 
as the inventory control clerk had been, 
but elimination of the store requisitions 
and posting of these requisitions is a 


(Continued on page 125) 
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The sides of the van raise 
to reveal the windows of 
main office (at top) which 
contains dictating machine, 
telephones and public ad- 
dress microphone. Outer 
office (right) is entrance 
area, filing and typing sec- 
tion. Entire van is air con- 
ditioned. 


Office 
On Tour 


This office in a 33- 
ft, Futurliner van is 
the mobile head- 
quarters for Gen- 
eral Motor's Parade 
of Progress exposi- 
tion, now on a 
nationwide tour. 
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What Top Management Expects 
Of the Office Manager 


W. MILLER BENNETT 
Vice President, Inland Container Corp., Indianapolis 


INCE the office clerk of the 19th 
century began to assume extra duties, 
the list of tasks performed in the of- 
fice has become more and more lengthy 
and complicated. With the addition of 
greater numbers of personnel, employee- 
benefits and modern conveniences, there 
seems to be no end to what management 
expects of the office manager. 
Salesmen sell, executives administer 
and factorymen manufacture, but where 
will you class the office manager? Not 
with any of these, but somewhere in be- 
tween. A cursory analysis finds him to 
be (1) an executive, to help establish 
office policies and procedure; (2) an 
administrator, to carry out these poli- 
cies; (3) a staff expert to specify the 
equipment to use, the procedures to es- 
tablish, the standard to maintain, the 
yardsticks by which to measure and con- 
trol output and efficiency of the office. 
“Of such stuff are nightmares made.” 
Just exactly what does top manage- 
ment expect of the office manager? What 
feats must be accomplished, what 
miracles performed in this necessary 
office operation of modern industry? If 
you were to ask any single individual in 
an office what is expected of him, he 
would likely reply, “Reports.” There 
does seem to be an amazing number of 
reports compiled, typed, passed from 
hand to hand and filed away. Granted 
there are duplications of information 
that should be curtailed, but on the 
whole these reports are tremendously 
important. Their interpretation can 
chart the future course of the company. 
Top management expects to have the 
facts and figures available at certain 
specified times and they must be correct. 
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There are many other duties which the 
office manager must perform. Some 
years ago a NOMA member set forth 
one of the most comprehensive docu- 
ments on this subject which I have ever 
read. It was Lee McCanne’s article 
“Topside Specifications for the Office 
Manager.” Adding to Mr. MeCanne’s 
enumeration from other such lists and 
my own experience, I give you the fol- 
lowing list of office manager’s duties and 
responsibilities as viewed from the level 
of top management. 

First of all, top management expects 
you to discharge an ineredibly long list 
of duties, to be able to plan your time 
and facilities so that every task is accom- 
plished in full and on time. Planning, 
or juggling if you prefer, appears to be 
the prime requisite of the successful of- 
fice manager. Trying to run an efficient 
office without a plan is like winking at a 
girl in the dark—you may know what 
what you’re doing, but no one else does. 
Here are your duties: 

I. PHYSICAL OFFICE 
AND ENVIRONMENT. 

A. OFFICE LAYOUT: placement 
and location of the various offices and 
departments of your operations, making 
sure that the production department is 
2asily accessible to the factory; that sales 
and billing are in proper relation; that 
purchasing, accounting and credit are 
located to expedite the work they have 
in common. This includes arrangement 
of furniture and equipment within the 
departments, location of service fixtures, 
storage facilities, ete. 

B. INTERIOR DECORATING: you 
may enlist aid of an experienced deco- 
rator or it may be necessary to do this 


LAYOUT 
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yourself. Selection of harmonizing color 


schemes for walls, floor coverings, pic- 
tures or decorations, if any are used, is 
important to the comfort of your em- 
ployees. The more important decorating, 
perhaps, will be the furnishing of lob- 
bies, reception rooms, lounge areas, cafe- 
terias and private offices. 


C. PLUMBING, HEATING, AIR 
CONDITIONING, VENTILATION 
come under your direction. Noise abate- 
ment and control is necessary to facili- 
tate productive work. 

D. MAINTENANCE, of buildings, re 
pairs, window cleaning, watchmen, 
janitors; assignment of garages and 
parking spaces. 

E. CAFETERIAS, RECREATION 
ROOMS ineluding installation and 
servicing of vending machines. 

Il. PERSONNEL. 

A. TRAINING personnel not only for 
their present jobs, but to prepare them 
for advancement. Only when properly 
trained employees handle current rou- 
tine jobs will the office manager have 
time to meet and handle the questions 


48 


A corner of the re- 
search department 
at Inland Container 
Corp., Indianapolis. 


which may arise tomorrow. 

B. PROBLEMS of personnel include 
labor disputes, draft deferments, tax 
laws and returns, jury calls for key per- 
sonnel, sickness and accident problems. 
You’re the Mother Hen, and you might 
as well get used to it. 

C. BENEFITS: insurance needs of 
the company and bonding of employees; 
hospitalization and retirement. (This in- 
eludes obtaining such _ benefits, the 
record keeping involved, employee noti- 
fication and explanation.) 

III. METHODS, ROUTINES 
PRACTICES. 

A. NEW PLANS and methods are 
worked out in the office and existing 
plans are checked for efficiency and ac 
euracy. The office must provide the 
machinery and individuals by which this 
thinking and planning can be done. 

B. POLICY: formulate and adminis- 
ter company polices on job analyses and 
rating; salary standardization; hiring, 
firing, transferring and promoting; 
company practice manuals, revisions, 


(Continued on page 73) 
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A Structural-Functional Manual 
Produced in the Office 


M. V. TERRACINO 
Supervisor, Organization & Directives Branch, U.S. Naval Supply Depot, Bayonne, N. J. 


without its constitution, nor a busi- 

ness without its organization 
manual. An organization can be only 
as strong as the people operating within 
its framework. Regardless of the 
strength of its management or opera- 
tors, an organization is binding only if 
it is properly documented. The written 
word is most powerful and can normally 
settle organizational arguments and dis- 
putes with little conflict. Planned and 
documented organization results in bet- 
ter internal relations, more effective con- 
trols and successful attainment of the 
objective and aim of an enterprise. It is 
on good organization, therefore, that a 
good business is developed. 


Ay vient its const should not be 


Many business organizations appar- 
ently feel that as long as a structural 
chart depicting the entire organization 
is prepared and displayed, nothing more 
need be done. Such structural organiza- 
tional charts are valuable and do per- 
mit a birds-eye view of the entire enter- 
prise. Charts are useful to indicate key 
supervisors and personnel assigned to 
each, but they do not furnish manage- 
ment with pertinent information such 
as: Who does what! 

The preparation of a combination 
structural-functional manual is rela- 
tively inexpensive. Its value as a guide 
to maintaining efficiency more than pays 
for its initial preparation and continu- 
ing maintenance. By the utilization of 





ORGANIZATION QUESTIONNAIRE 





Name 





Organizational Component 


Position Title 








Who assigns your work? 
Whom do you supervise? 
What are your duties? 


is their purpose? 


purpose? 


work? 
Remarks 8 


NOTE: 
element abovee 
to 


(Explain) 
What reports do you prepare? To whom are they submitted? What 


What reports are submitted to you? From whom? 
What boards or committees are you a member of or contact in your 


(Include any suggestions you wish to make) 


Use a separate sheet of 84 x li paper when answering each 


Use this form as cover sheet and submit 
no later than 








What are their 











Fig. |. An example of the questionnaire. 
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direct image plates for offset duplicat- 
ing, a portable plastic binding machine 
and some draftsman’s equipment, even 
the smallest business can produce a 
manual which will accomplish all intents 
and purposes and one of which they 
can be proud. The method discussed 
here employs the offset process but this 
is not the only way to do it. The process 
used depends on the facilities and equip- 
ment available to each business. With 
slight modifications to techniques used in 
offset duplicating and a little more time 
for preparation of additional master 
plates, the manual could be reproduced 
on stencil and spirit machines as well. A 
standard two-hole punch for binding by 
metal fasteners would meet the require- 
ments in lieu of the plastie binding. In- 
stead of draftsman’s paraphernalia, an 
ordinary 12” ruler with pencils or stvli 
would suffice. However, the equipment 
and materials used and the skill in which 
they are applied will be recognized in the 
completed manual. The tastes of the 
particular organization, the money 
available and the time in which the 
manuel is desired will dictate the ap- 
pearance of the finished product. While, 
a manual with a beautifully designed 
and embossed cover reproduced on fine 
paper stock in color may be desirable, 
the important point is that a manual 
be prepared and used extensively ne 
matter how simple its design. 

The personal or questionnaire inter- 
view, aimed at either key supervisory 
personnel or all employees, is the best 
way to begin. The size of the organiza- 
tion usually determines whether all per- 
sonnel or only supervisors will be inter- 
viewed. Obtaining information from all 
members of a company is usually diffi- 
cult if a company’s complement numbers 
several thousand employees. This is 
especially true if its business is ex- 
tremely diversified and of such a mag- 
nitude as to require several teams of 
organizational analysts to gather, inter- 
pret and analyze facts for preparation 
of organizational charts. While the per- 
sonal interview is more desirable, the 
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questionnaire method properly con- 
ducted would be a more expeditious 
means and should attain similar results. 
The latter method depends largely upon 
key questions, the manner in which they 
are presented and the ease in which they 
ean be answered. An example of a ques- 
tionnaire is illustrated in Fig. 1. 

Undoubtedly the questionnaire will 
generate a wealth of information which 
the analyst should carefully screen, re- 
view and anlyze to determine what is be- 
ing done, who is doing it and where (in 
the organization) it is being done. Where 
necessary, such information should be 
supplemented by further data gathered 
via personal interviews. With this in- 
formation, the analyst can develop spe 
cifie functions designed to attain definite 
ends. To eliminate confusion or errone- 
ous interpretations, functions should he 
clearly defined, well written and, if pos- 
sible, brief. Functions should then be 
arranged organizationally by primary 
and secondary missions (operational as 
against staff and services). The analyst 
will then critically analyze each fune- 
tion and determine where each job 
should be done. This ean best be done 
by typing the functions on a 4” x 6” 
eard, linking functions in order to attain 
desired objectives. He may discover 
like ‘functions being performed in dif- 
ferent areas, investigation of which will 
result in the elimination of duplication, 
more efficient production and the saving 
of manhours, materials, equipment and 
space. Management will further bene- 
fit by regaining the specialized skills 
and knowledge of experienced workers 
who may have been devoting too much 
time to minor jobs which may have been 
unrelated to the assignment(s) for 
which they had been hired. The analyst 
should, in establishing the current or- 
ganization, clearly define lines of au- 
thority being mindful that employees are 
not expected to report to more than one 
supervisor. 

Only after complete analysis of the 
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organizational functions should plans 
commence for the preparation of the 
manual. When funetions are finally 
assembled in proper organizational 
alignment, the analyst should draft the 
manual. 


The principal technique described here 
is “funetional projection.” This tech- 
nique displays a structural chart of a 
component with its various sub-divisions 
on the upper half of the page and a 
functional projection of a particular or 
several component breakdowns on the 
lower half. It provides for reprodue- 
tion on standard 814” x 11” paper. It 
permits using one master direct image 
plate for reproduction of as many trans- 
fer direct image plates as will be re- 
quired to complete the portrayal of an 
entire component. In addition, persons 
referring to the manual can readily see 
where each component stands in the 
organization and note the functions of 
a component in comparison to its strue- 
tural standing. 


In conjunction with the draftsman 
and the duplicating supervisor, the 
analyst should outline a plan for sub- 
mitting rough layouts to the draftsman 
for drawing on direct image plates, 
then to a typist (preferably a Vari- 
Typist) for insertion of component 
names and thence to duplicating for re- 
production. Arrangements should be 
also made for a typist or a Vari-Typist 
to perform the direct copy work of typ- 
ing functional statements on the plates. 
This should be arranged to provide a 
continuous flow of work to the drafts- 
man, duplicating machine operator and 
the typist to minimize preparation time. 


The analysts’ first step should be to 
prepare a rough draft of the overall 


structural organization, showing com- 
ponents to the division level in staff and 
service functions, and to the section level 
in operational functions. The levels of 
organization are usually developed in 
the order of department, division, 
branch, section, unit, and when further 
breakdown is necessary, to sub-unit. 
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The overall structural organization 
chart is considered the master chart 
and should appear in the front of all 
other charts in the manual. The master 
chart may have to be prepared on large 
poster board and reduced to manual size 
(8144” x 11”) when the organization 
covers so large an area that it becomes 
impractical to draw it on direct image 
plates for 814” x 11” paper. In the 
event reduction of the master chart is 
necessary and facilities are not avail- 
able, such services may be purchased 
from professional platemakers at rea- 
sonable cost. 

The next step is the preparation of 
rough sketch layouts for each whole 
component of the organization. For ex- 
ample, the first funetion-projection chart 
should show, on the upper half of the 
page, the president of the company, his 
staff and operating department relation- 
ship. This chart should project solely 
the functions of the president as indi- 
eated in Fig. 2. This would be carried 
out for the other top management com 
ponents allowing a single page for each: 
vice president, management council and 
board of directors. . In the example 
shown in Fig. 2 it would be necessary to 
prepare three transfer plates to cover 
the top management of the organiza- 
tion. The technique is carried further 
for each of the other departments in that 
a master chart should be prepared for 
each of the departments showing struc- 
tural organization of the next level of 
divisions within the department 
Fig. 3). 

Sufficient transfer plates should be 
made to cover every entire department. 
Each chart must be carefully evaluated 
for proper spacing to avoid overcrowd- 
ing or type cramming within blocks. This 
process, at the department level, by no 
means confines only one functional state- 
ment to a page as can be seen in Fig. 
4. If necessary and where space per- 
mits, the funetional block ean be sub- 
divided to portray an even lower level 


(see 
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of the organization as further illustrated 
in Fig. 4. 

If the functional statements contain 
40 or 50 words to describe one com- 
ponent, which is not at all unlikely, the 
space allowed by an 814%” x 11” sheet 
would not permit complete functional 
write-ups for each component of the di- 
vision on one page. Therefore, by the 
simple method of referring to other 
pages, several sheets may be used until 
the component is entirely covered. 

Each department breakdown should 
be shown in its entirety and should ap- 
pear in the manual in the order shown 
on the master chart when read from 
left to right. Actual layout of an en- 
tire organization in sketch form should 
take no longer than a few days. 

The drawing of the charts on direct 
image plates by the draftsman should be- 
gin as the sketches are completed for 
each component so that it is possible to 
know exactly how many master charts 
are required for each component. After 
the top half of each master chart is 
drawn on direct image plates and the 


typing of each organizational component 
name is inserted, the necessary transfer 
plates should be run-off. By the use of 
guide lines made with a blue pencil on 
each master plate, the draftsman will 
lay out each functional projection block 


for the typist. After typing, the blue 
guide lines are traced over with grease 
pencil (oil base reproducing pencil). 
Actual completion time of drafting and 
typing is dependent on the size of the 
manual. 

A projection of Ben Day screen can 
be applied to each page. While the 
screen effect is an extra, it will give the 
manual a more professional look. It is 
done by the draftsman after the fune- 
tions have been typed within the blocks. 
The equipment used is carbon paper and 
a plastic shading plate. The draftsman 
should back-up the direct image plate 
with a sheet of carbon paper, carbon side 
up. Simultaneously while drawing the 


(Continued on page 64) 
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A Unit Plan for 
Accounts 
Payable 


HE accounts payable system at Shil- 

lito’s department store in Cincinnati, 

which has been in effect for more 
than two years, saved more than $6,000 
the first year over the old method. Their 
previous method was not antiquated. 
They had a machine unit system using 
non-typewriter machines. Now, three 
people—typist, pre-taper and post-taper 
—are no longer needed and three days’ 
time of another person has been saved. 
There was also a savings of about $1,200 
the first year in forms cost. 

The entire job is accomplished now 
in one operation. The voucher, ac- 
counts payable journal, departmental 
purchase journal, check (if desired), and 
check register are prepared simultane- 
ously. Invoices are not pre-listed but 
are brought directly to a NCR Class 31 
machine where they are completely 
processed at a rate of about 95 an hour. 

The machine operator makes the fol- 
lowing entries: retail amount (prints 
only on journal), previous balance (if 
any) from voucher, date-number on 
voucher, amount of invoice, discount, an- 
ticipation, previous balance. Machine 
prints balance due automatically. 

On the departmental purchase journal 
sheet she types name of vendor, depart- 
ment classification and receiving copy 
number, retail amount, cost, discount, 
anticipation and transportation (does 
not add in with other figures; accumu- 
lates only vertically). Machine prints 
.00 proof that all figures have been cor- 
rectly entered, and balance due. 

At this point, if a check is to be 
written to pay balance, the motor bar 
is depressed and the machine automati- 
cally prints the next consecutive check 
number, returns to the check and prints 
date, check number, dollars, cents and 
amount, then returns to position on 
check where name and address of ven- 
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dor is typed. After name is typed, but- 
ton returns machine to starting position. 
Not only is the entire job handled in a 
single operation, but it is done without 
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the check re- 
from start to 


rehandling forms. Even 
mains in one position 
finish. 

The operator enters all figures twice, 
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Customer 


Acceptance 


Experience shows that Burroughs 
Makes Burroughs adding and cash registering machines 
are easier to sell. Why is this so? For 
one thing, Burroughs dealers get a 


variety of up-to-the-minute merchan- 
dising helps—leaflets, booklets, dis- 


] - plays, signs, and many others. Then 
there’s national advertising in LIFE 
and the POST and NATION’S BUSI- 


NESS helping you sell Burroughs. 
And, most important of all, there’s 
Burroughs’ world-wide reputation 
for quality . . . for rugged depend- 
ability, ease of operation, and long 
product life. This reputation is a 
reality in your neighborhood, among 
your customers. It means easier selling 
for you and a solid foundation of cus- 
tomer satisfaction for your business. 


Shown here are some of the famous 
line of Burroughs machines that you 
can sell and profit by. Get all the facts 
on the Burroughs dealer plan from 
your nearest Burroughs branch office 


or write Burroughs Corporation, 
SOME BURROUGHS DEALER SALES BUILDERS Detroit 32, Michigan. 


Typical of the extensive sales aids Burroughs 

furnishes its dealers, without charge, are these Wherever There's Business There's 
two forceful sales kits—complete local mer- 

chandising programs that include booklets, Burrou dhs 
special direct mail plans and materials, mat £ 
service and radio spots. 
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The entire accounts payable expense job also is done at one time. 


including the pick-up of the old balance, 
if any. This gives a proof. One might say 
that in making the journal, the opera- 
tor could copy the amount of invoice, 
discount and anticipation figures from 
the voucher. As a practical matter, how- 
ever, it is easier to take figures from 
the invoice than to copy those which 
have just been entered on the voucher. 
Posting errors are caught before the 
check can be written since, if all figures 
do not prove for any given posting, the 
proof column will show a figure other 
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than zero. Returns are processed in the 
same operation because the machine has 
direct subtraction from every register. 

Two machines easily handle Shillito’s 
merchandise volume of about 700-750 in- 
voices a day, spread over approximately 
160 parent departments and 450 dis- 
sections and sub-departments. Discount 
earnings have improved and anticipation 
earned is more than 50% of the total 
accounts payable expense. 

The system for posting expense in- 

(Continued on page 128) 
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1. Easier on the eyes. Low gloss fin- 
ish reduces eyestrain, speeds 
work. Available in white, buff 
and green tint. 








2. Better for typing and writing. 
Takes writing neatly and typing 
easily. Special finish for ma- 
chine posting (watermarked 
“Posting Finish''). 




















3. Better for pr and pa. 
The firm, evenly-formed surface 
rules perfectly and provides for 
cleaner printing of accurate ac- 


counting department forms. 


. 


4. Stands under REPEATED 
HANDLING ... retains fine 
appearance for years due to 
special fiber treatment for 
added strength and snap, 
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YOUR ACCOUNTING DEPARTMENT will turn out 
its best work—rapidly and with fewer errors— 
when you standardize on Hammermill Ledger. 
Thousands of American business firms, large 
and small, have found that Hammermill Ledger 
combines exceptional strength and endurance 
with unusual economy in paper cost. Its 4 out- 
standing features: non-glare finish, firm surface, 
splendid texture, and rugged durability, assure 
you of the same exceptional performance. And 
it is made by the makers of Hammermill Bond. 


You can obtain business printing on Hammermill 
Ledger wherever you see this shield on a print- 
er's window. Let it be your guide to printing 
satisfaction. 
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LOOK FOR THIS WATERMARK... .1T 1S YOUR GUIDE TO QUALITY PAPER 
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Record 
Attendance at 


1953 NOMA 
Conference 


incoming president Kenneth W. 


NOMA's 
Moore (left) receives the gavel from re- 
tiring president J. B. Andrews. 


Si i 


T. W. Reinbrecht (left) presents THE OFFICE 

Magazine's Schulhof Award to W. Miller 

Bennett whose article appears on page 47 
of this issue. 


RALPH G. SINN 
Ist Vice President 


KENNETH W. MOORE 
NOMA President 


ATIONAL Office Management Assn. 
Nes another successful annual con- 

ference last month when an all-time 
high total of 1,743 members met in Bos- 
ton, May 24-28. The Schulhof Awards, 
presented annually by THE OFFICE 
Magazine for the two best technical 
papers read by members before any of 
the 142 NOMA chapters, were made 
at the chapter president’s dinner May 
24. T. W. Reinbrecht of Chase Brass 
New Haven, made the presenta- 
tions in the absence of William Smith, 
chairman of the Schulhof Awards com- 
mittee, who has admirably conducted this 
NOMA activity since its inception in 
1944. The recipients were W. Miller 
Bennett, vice president, Inland Con- 


‘ 
Co., 


J. W. Miller (left) accepts THE OFFICE 

Magazine's Schulhof Award for Harry W. 

Nock whose winning article appeared in last 
month's issue. 
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HINT 


a photocopy machine UNTIL YOU SEE a new 


Photocopies in 
seconds without 
camera, darkroom 
or trays, from 
white or colored 
originals; single 
or double side; 
transparent mas- 
ters for diazo or 


blueprints; tis- 


a UNIQUE ADVANTAGES 


Non-metallic construction prevents corrosion 
NOTE: Closes tight when not in use 
- Solution “keeps” in machine 30 days or 
until 200 copies are made 
Simple and easy to clean 


some cities still open Copies from books without removing pages 


fr 105 CHAMBERS ST., NEW YORK 7, N. Y. BA 7-4150 
id o I want to know more about Photorapid 


CARBON PAPERS 

INKED RIBBONS 
DUPLICATING EQUIPMENT 
DUPLICATING SUPPLIES 


Dealer franchises in 


NAME 
FIRM 


ADDRESS 
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NOMA officers and directors. Front row: T. W. Atkin, Frank G. Macllroy, Ralph G. Sinn, 
Kenneth W. Moore, Floyd Guillot, Darwin F. Carrell. Rear: Milo O. Kirkpatrick, William J. 
Jacquette, R. L. Forster, Raymond F. Prinz, Fred A. Schultz, Walter Emmerling. 


tainer Corp., Indianapolis, whose win- 
ning paper is published in this issue; 
and Harry W. Nock of E. I. duPont de 
Nemours & Co., Wilmington, whose 
paper was published last month. Mr. 
Nock’s prize (each prize is a $100 de- 


fense bond) was accepted by J. W. Mil- 
ler of Wilmington, due to Mr. Nock’s ill- 
ness. Harry J. Volk, Prudential Insur- 
ance Co. of America, received the 
NOMA Fellowship Award while the 
Leffingwell Medal went to Hugh A. 


NOMA OFFICERS FOR 1953-54 


President 
KENNETH W. MOORE 
Chicago Title & Trust Co 


Vice President 
DARWIN F. CARRELL 
Bell Tel e Co. of Pa. 
Pittsburgh 


1. WILLIAM J. JACQUETTE 
Ernst & Ernst 
New York 


4. C. GREGORY SMITH 
Tennessee Eastman Co. 
K Tenn. 

7. WALTER EMMERLING 
Procter & Gamble Co. 
Cincinnati 


10. FRANK H. HELLER 
Remington id, inc. 


13. R. L. FORSTER 
Ebasco Services, Inc. 
New York 


Ast Vice President 
RALPH G. SINN 
Detroit Edison Co. 


Vice President 
FRANK G. MaciLROY 
Soundscriber Corp., 

San Francisco 


AREA DIRECTORS 
2. JAY W. MILLER 


Goldey-Beacom Business School 


Wilmington, Dela. 


5. FRED A. SCHULTZ 
py Mon Life & Accident Life 
Ins, ., Syracuse, N. Y. 


8. F. S. TALCOTT 
Brown & Bigelow 
St. Paul, Minn. 


11. RAYMOND F. PRINZ 
Prudential Ins. Co. of America 
Angeles 


14. ALAN G, MANN 
Wood, Child, Mann & Smith 
Salt Lake City 


Vice preter s 
JACK C. HODG 


Canadian National Rules Montreal 


Treasurer 
FLOYD GUILLOT 
Industrial Finance & Thrift Corp. 
New Orleans 


3. MILO 0. KIRKPATRICK 
ee ee College 
5 Ge 


6. D. D. JAMISON 
General Fireproofing Co. 
Youngstown, Ohio 


9. T. W. ATKIN 
Kee Lox Mfg. Co. 
St. Louts 


12. ROBERT F. TIFFIN 
Neon Prods. of Western Canada 
Vancouver 


immediate Past President 
4. B. ANDREWS 
Carnation Co., Seattle 
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Keep 
SKILLED HANDS 


on their 


proper jobs 


Assemble catalogs...bulletins...manuals, etc. 
AUTOMATICALLY with the new i 


macey 
collator 


24,000 sheets per hour 
assembled by one 
semiskilled operator 


Keep your skilled people on 

their proper jobs—let the 

Macey Collator do your 

gathering and assembling 

chores. One semiskilled 

operator can set up a job in 

15 minutes, then gather up to 

24,000 sheets per hour. Time, 

man-hours and money saved. 

(The Macey pays for itself very 

quickly.) We welcome a 

chance to demonstrate just what 

this machine will do for you. Harris-Seybold Co., Dept. B 
Cleveland 5, Ohio 


distributed by Please send me details of the Macey 


HARRIS-SEYBOLD CO. Unie 


Special Producs Diritiow Firm__ 


Cleveland 5, Ohio + Since 1896 Address__ — —_ 
FINE GRAPHIC ARTS EQUIPMENT FOR EVERYBODY'S PROFIT ity__ __Zone___State_ 
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SELF-SHARPENING 


RE-NU 


N2 11 
Always a sharp 
erasing point 
at your fingertips! 
Simply peel paper 
back! No special 
. sharpener needed! 
Another popular 


Paper-mated eraser! 


@ ERASES SINGLE 
TYPED LETTERS 
WITHOUT BLURRING 


@ WON’T ABRADE OR 
ROUGHEN PAPER 

@ MAKES CORRECTIONS 
ON ORIGINALS 

AND CARBONS 


TRADEMARK REG. U.S. PAT. OFF 


EBERHARD 
FABER 


since 1849 


| of earbon 
| . ° 
placed between the direct image plate 





Wichert of Packard Motor Car Co. 

Kenneth W. Moore, vice president, 
Chicago Title & Trust Co., was elected 
president. Ralph G. Sinn, supervisor 
of the procedures and systems division 
of Detroit Edison Co., is 1st vice presi- 
dent. Other officers and area directors 
are listed on these pages. 

The annual NOMA All Purpose Busi- 
ness Show was held at Mechanies’ Hall 
to give convention registrants, and Bos- 
tonians who had received tickets from 
exhibitors, the opportunity to see the 
latest business products of more than 

| 80 manufacturers. Exhibits were open 
daily, May 25 to 28, from 1 to 10 p.m., 
and NOMA reported that 19,336 persons 
| attended the show. 


| Organization Manual 


(Continued from page 55) 
projection lines with the grease pencil, 
| an impression of those lines will appear 
| on the reverse of the direct image plate. 
_ These will serve as guide lines for pro- 
| ducing the sereen. The direct image 


| plate will then be reversed and placed 


A sheet 
up, is 


over the plastic shading plate. 
paper, carbon side 


and the plastie screen. By running a 
pencil between the guide lines of the 
direct image plate, the carbon adheres to 
the face of the direct image plate and 
produces within the projection lines a 
screen pattern. Fig. 1 illustrates the 
eye appeal of this additional handi- 
work. 

In addition to drafting charts, the 
analyst should prepare a foreword for 
the manual to explain the objectives of 
the enterprise and the value of the or- 
ganizational manual as promulgated. 
The foreword should request that all su- 
pervisors, to the lowest level, organize 
their components to conform with the 
organization preseribed. It should ad- 
vise that the manual, as is, does not con- 
stitute a standard organization and 
should state that any proposals con- 
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Copy Any Size Office Form 
in Seconds with COPYFLEX 


Copy anything typed, printed, writ- 
ten or drawn on ordinary translu- 
cent paper with this desk-side Model 
14 COPYFLEX. Get error-free, 
ready-to-use, black-on-white diazo- 
type copies of any office form—big 
accounting worksheet or small 
memo. You can also copy opaque 
originals, using exclusive Bruning 
Reflex Film. Copyflex works on 
standard 115-volt a-c power line; 
requires no exhausts, dark rooms, 
messy inks or stencils. Five-minute 
instruction makes anyone an opera- 
tor. Average copying costs—includ- 
ing all charges—total less than 2¢ 
per sq. ft. 


COPYFLEX Recovers “Lost” Discounts, Spends 
Vital Reports for Leading Department Stores 


Duplicating and checking invoices for furniture and appliances 
bought by a big East Coast department store* took so long that the store 
was losing money; it was failing to make payments within the allow- 


able 10-day discount period. Now Bruning Copyflex 


“engineered 


paperwork” has reduced these “discount losses” by 90%. A Copyflex 
duplicates 98 percent of invoices received, turning out as many as 1,000 
copies a day. Cost — including all charges — 2¢ per invoice. 


Another department store* saves 
time and money by using Copyflex for 
daily flash sales reports, profit state- 
ments, open-to-buy reports and other 
urgently needed figures. Top manage- 
ment receives reports within the hour. 

Everywhere companies large and 
small are slashing copying costs by en- 
gineering their paperwork with Bruning 
Copyfiex. Now is the time to start your 
own efficiency program. Send coupon 
today for the full story on Copyflex — 
the modern way to speed office 
paperwork. For free booklet and in- 
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formation on how to “engineer your 
paperwork’’, write Charles Bruning 
Company, Inc., Dept. L73, 4700 Mon- 
trose Ave., Chicago 41, Ill. 


C.3.10A *Name on request. 


BRUNING ) 


Today’s Paperwork Engineered 
with Jet-Age Speed 





MAMMOTH INK 
CONVERSION ROLLER 


NOW you can get 
Lithographic Press 
RESULTS! 
from your 


Model 1250 
Multilith 


Converts the Multilith from a 
Duplicator into a Lithographic 
Printing Press. 


High calibre work of superior, lithographic 
quality now can be produced by using the 
MAMMOTH INK ROLLER which provides 
uniform, refined ink distribution over the full 
length of a standard Multilith plate. Plate-size 
halftones have superb gradation and defini- 
tion, large solids have uniformly rich density. 


MAMMOTH 
ROLLER 


full 13%” 
circumference 


REGULAR 
ROLLER 


only 8°’ 
circumference 


Mammoth Rollers are machined to exacting 
tolerances with entire ink surface precision 
ground and covered with heavy plastic. ink 
adheres better and there is no chemical re- 
action caused by fountain solution on metal 
finish surfaces. With a Mammoth Roller, your 
Multilith can out-perform many presses three 
times its size. Simple to install in a few 
minutes. 


ORDER TODAY De Luxe Model $49.95 
Check with order saves shipping charge of $1.95. 


PEMBERTON PRINTING CO. 


1200 W. Sth ST., LOS ANGELES 17, CALIF. 
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cerning reorganization are invited and 
can be submitted to the systems depart- 
ment for review. This foreword should 
be endorsed by the president. 

A Change Sheet for recording 
changes, Table of Contents and Index 
should be prepared and finally a manual 
cover should be designed. It is often 
worthwhile to conduct a contest amongst 
employees for submission of a design 
for the cover. This usually stimulates 
interest and the finished manual is more 
eagerly anticipated. A prize of either 
a government bond or merchandise could 
be awarded for the best design and wide 
publicity should be given the winner. 
The morale factor is an ever present one 
that deserves undivided consideration at 
all times. The final steps of reproduc- 
ing, collating and binding remain within 
the duplicating section. As wide a dis- 
tribution should be given the manual as 
is possible; at least to all supervisors 
with the understanding that all em- 
ployees may have access to it for in- 
formation and guidance. 

Organizational charts both structural 
and functional play an important role in 
management work. They are invaluable 
in delineating authority and responsi- 


“Hi-ya Joe, have a nice vacation?” 
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| PARSONS 


+ =P PAPER COMPANY 
‘a5: 1853-1953 


& 2 Gor 00% Year) 


eine lettere rend 


You expect any letter you send to be read. 
Your letters are more likely to be read if they're 
on one of Parsons fine bond or writing 
papers. Made with new cotton fibers so they 
show the fact and feel of quality. 


PRO 8-0. 8 Mea 


To find out for yourself, get your free copy of our 
portfolio of ten original letterhead designs by Lester 
Beall. It’s called “How to Design a Letterhead” —and he 
tells you how. This portfolio won the distinction 
of acceptance by The American Institute of 
Graphic Arts’ show, “Printing for Commerce, 1953”. 


You'll find Beall’s ideas and designs attractive 
and practical. Write on your business or 
professional stationery to Parsons Paper Company, 
Department 76, Holyoke, Massachusetts. 


THe Orrice—July, 1953 








‘This will take you off the @viticad list! 


You're a businessman. You have a 
critical mind. Perhaps you have read 
McBee ads and said, “Very interesting. 
But Keysort couldn’t handle an opera- 
tion our size.” 

The case of Rhode Island's Blue 
Cross plan should cure you of that mis- 
conception. 

In 1939, when the state’s Blue Cross 
installed Keysort, Rhode Island had less 
than 10,000 subscribers. Today there 
are over 600,000 subscribers, and Key- 
sort has the situation well in hand. 

What's more, Rhode Island Blue 
Cross has only one office employee for 


every 12,820 subscribers. With a total 
operating expense of 55¢ per subscriber 
per year, Rhode Island's non-profit 
Biue Cross plan is the most efficient 
in the country. 

Because its operating cost ratio per 
subscriber is lower than any other Blue 
Cross, the Rhode Island plan can pro- 
vide, percentagewise, more dollars per 


patient in benefits. Perhaps that’s why 
more people (76%) belong to Blue 
Cross in the state of Rhode Island than 
in any other state. 

The Keysort cards Blue Cross uses 
are pre-coded cards with holes punched 
along all four edges. Certain holes are 
notched. The notched cards separate 
from the un-notched cards for any sort- 
ing purpose. Keysort requires no special 
office personnel, no costly machine 
installations. 

The McBee representative near you 
can tell you frankly how McBee can help 
you. Ask him to drop in. Or write us. 


THE McBEE 
COMP. 


Sole Manufacturer of Keysort— 
The Marginally Punched Card 
295 Madison Ave., New York 17. 


Offices in principal cities. 
The McBee Company, Limited, 
11 Bermondsey Road, Toronto 13 
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bility; conducting procedural surveys; | 


analyzing and establishing job descrip- e 
tions; organizing nucleus forces for ame Girl 
. eee 


immediate expansion and, above all, they 
will answer the question: Where is what 


alpaca Same Typewriter. 
Special Plate for 

Signing Checks on 

Addressing Machine 


W. J. CUNNINGHAM 
Office Methods Analyst, 
Johns-Manville Corp., New York 


() ssitme oF asia with a sufficient 





volume of disbursements generally 

use some mechanized means to sign 
checks. Some use checksigning ma- 
chines, others that have addressing equip- 
ment make a secondary use of it to sign 
checks. Of these, many use a protective 
measure against forgery of their au- 
thorized signatures. The protective 
measure is a background design incorpo- 
rated with the signature into the plate. 
When this plate is used, a facsimile of 
the signature and background is printed 
on each check. 

An office that does not provide a pro- 
tective measure in the signature could 
find it most embarrassing if any of its 
blank checks were to fall into dishonest 
hands. Then, too, there is the possibility 
that the organization’s community rela- Second sheets and one-time carbon 
tions might be seriously impaired if interleaved for ready use. In two 
forged checks were cashed by local mer- nea — Sheke Out end Pull Out. 

2 ; oO fuss, no muss — so clean and 
chants. A signature on a regular dis- easy. to handle 
bursement check can be hand traced to a ; 
blank check by placing a piece of carbon Try Before You Buy — Use Coupon 
paper between the regular payment r —_— 
check and the blank check. In this man- | PORT HURON SULPHITE PAPER CO. 
ner, & reasonable facsimile of the signa- | PORT HURON, MICHIGAN 
ture is produced on the blank check. | (i Please send working samples 

An. organization that uses a mecha- 
nized process to sign checks with a 
background design in the signature plate | 4 COMPANY ____ 
makes forgery of its checks more dif- | | street. -__ 
ficult. From all indications, a forgery is ZONE__STATE 
not something the forger takes days to | L EIS CO EIS CMT, 
accomplish. It is usually done on the 


| NAME acne ww 
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*mailMaster 


An office mailroom in a machine not much 
larger than a telephone! No sliced letters | 
—no licking—no lost stamps! Complete unit, 


$59.50 plus tax 


MULTIPOST 


STAMP AFFIXER & 


Feeds, cuts, moistens and 
affixes stamps in one mo- 


tion! Only $35.00 plus tax 


COMMERC\R 
CONTROLS 


ATION Dept. 


yc pat 


COMMERCIAL 
CONTROLS 
CORPORATION 


0-73 
1 Leighton Ave., Rochester 2, N. Y, 





spur of the moment. Therefore, forgery 
will probably be discouraged if a unique, 
hard-to-reproduce background design is 
used with the signature. 

Commercial checksigning machines af- 
ford protection against forgery by the 
use of signature backgrounds. Similar 
protection can be obtained when signing 
checks by addressing equipment using 
non-metallic plates. With a simple de- 
vice, the impression of a background de- 
sign of one’s choice can be transferred 
to the non-metallic plate. 














|. NON-METALLIC ADDRESSING 
MACHINE PLATE 


“ans eee a 








2. METAL BEARING A RAISED 
BACKGROUND DESIGN 


ee 
RS 








3. BLOCK OF wood 


This device consists of a rectangular 
block of wood which is slightly larger 
than the outside dimensions of the plate. 
The block has an impression in it the 
same size and depth as the plate. In the 
center of this depression there is a raised 
piece of metal the same size as the writ- 
ing area of the plate. The surface of 
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SEE THE MACHINE THAT 
REVOLUTIONIZED OFFICE COPYING 
THROUGHOUT THE WORLD 


Develop 
Conky 


COMBINING: Exposing, 


Developing, Printing. 





Makes exact copies 
in your own office 
in a matter of 
seconds. 


One machine makes an exact finished Fast 
photocopy up to 14” wide and any length Simple 
Oa ; Styled 

of any original in a matter of seconds. Four 

es : Economical 
additional models—both hand and electric Compact 
operation. All models produce single, Versatile 
double-sided, airmail, card stock copies or 


transparencies from which diazo and blue- 











High Contrast 


; : a a D; Non-wrinkling 
prints can immediately be made. 1s- Odorless 


tributed in 52 countries. In use since 1949. Paper 


Call, phone or write for a demonstration or folder. 


COPEASE COMPANY 


Sole Distributor, U.S.A. 
270 PARK AVENUE, NEW YORK 17, N. Y. 
Telephone—PLaza 3-6693 
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USE OFFSET ? 


How Do YOU Compose Copy? 


Send it to the printer at a high cost. ..? 
Use a typewriter, with a single type face . .? 


The DSJ, (made by the makers 
of the world-famous Vari-Typer), 
produces modern printer’s style 
type in hundreds of instantly 
changeable type faces, including 
italics and foreign languages. 
Sizes range from 6 point to 12 
point. The DSJ is operated by 
your office help and cuts compos- 
ing costs as much as a=, Both 


margins are automatically evened. 
Copy is instantly ready for offset 
or mimeo...or direct-to-plate work. 

Thousands of firms find the 
Coxhead DSJ Composing Machine 
indispensable for books, booklets, 
direct mail pieces, pamphlets, 
price lists, business forms, house 
organs, etc. Write today for book- 
let and specimens. 


(Coxhead ead pe VoriTuper 


Body copy produced on DSJ 
Model. Headlines photo-com- 
posed on the Headliner. 


RALPH C. COXHEAD CORPORATION 
720 Frelinghuysen Ave., Newark 5, N.J. 


Please send me Vari-Typer Booklet 177. 


COMP ANY 


ADDRESS 
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this piece of metal bears the background 
design which can be embossed on it by 
a toolmaker or maybe a hobbyist with 
metal working tools. Since this embossed 
metal plate can be reused indefinitely, 
it would be worth while to have it em- 
bossed with an intricate pattern by a 
skilled person. 

When payment checks for a period 
are ready for signing, the authorized 
signer writes his signature with a stylus 
on a fiber address plate. The plate is 
then placed in the depression of the 
block with the writing area resting on 
the raised piece of metal containing the 
embossed design. An object with a 
rounded edge is rubbed over the signa- 
ture and entire writing area of the ad- 
dress plate to transfer the background 
pattern from the metal to the fiber ad- 
dress plate. The rubbing should be just 
enough to register the impression lightly 
on the address plate. 

The plate is then used on the address- 
ing machine to imprint the signature 
with background on the checks to be 
signed. After the authorized person ob- 
serves that the last check has been 
signed, the plate is removed from the 
machine and destroyed by the authorized 
signer. A new non-metallic address 
plate should be prepared each time 
checks for a payment period are ready 
to be signed. The block containing the 


background pattern should be stored | 


under lock after each use. 


Management Expects 


(Continued from page 48) 


distribution, ete. Insure that each em- 
ployee is accorded the same treatment 
as all others, set up clearly stated poli- 
cies on vacations, holidays, sick leaves, 
time off for deaths in the family, time 
off for personal business, leave of ab- 
sence, military service, terminations, 
what to do in case of death of em- 
ployee, ete. The office worker naturally 
expects the same privileges and bene- 


fits as those which prevail in his com- | 
munity and he is quick to experience dis- | 
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PURCHASING 
HEADACHES? 


In these critical times, you want quick ap- 


swers on: 
HOW to anticipate material requirements. 


WHEN to order, to assure maintenance of 


production efficiency. 


WHERE to get quality materials at best 


market prices. 


These and many other vital factors are in- 
stantly available if controlled with E-Z Sort 
Systems. Small or large problems handled 


with equal efficiency. 


Get the facts on how the purchasing agents 
of one of the nation’s largest organizations 
have simplified and streamlined their jobs 
with a tremendous saving in operating costs. 


Details on request. Write— 





a 


3 


_ 4 o 


: EZ SORT | 
| SYSTEMS, LTD. 


45 Second Street 
Dept. 73 
San Francisco 5, California 


OTST ETT 


SOULE 


All 











SCH HCHEPCHEMEPPPE Et 








A few valuable territories open 
to qualified Systems Engineers. 








Mr. Glump pinched the com- 
pany’s pennies so hard that 
the office staff could almost 
hear Lincoln yelling, “Uncle!” 
His pet stunt was to hang on 
to his old typewriters for 10 
years, thereby saving one 
cent a day. 


However, a Royal salesman 
got hold of Mr. Glump one 
fine Monday morning and 
showed him a few things. 
Showed him how he could 
spend that 1 cent a day and 
get a return in boosted mo- 
rale worth many times the 
amount. 


' 4 y 
| Showed him, too, what won- 
; derfully clean work new 


Royal Standards turn out. 





How they help typists do 
more work ... faster... and 
better .. . how Mr. Glump 
would have fewer service 
calls. Told Mr. Glump he 
needed only to trade in his 
old machines at 5 years. 





The situation and characters portrayed in 
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paper cuff protectors— 














So, quivering inwardly, Mr. 
Glump signed up. In about a 
month he got a call from the 
boss, Mr. Very, Very Big. 
“Glump,” said Big, “our let- 
ters are looking much better. 
Shows we take a pride in our 
business. Giving you a raise!” 


Exit Mr. Glump, walking on 
air. In fact, he walked on air 
all the way home, forget- 
ting to take the train, and 
when he got there he yelled, 
“Mariah, get me all my paper 
cuff protectors! I’m through 
pinching pennies. I’m going 
to burn the durned things.” 


Moral: To get the figures on why you 
| only save 1 cent a day by keeping your 
old machines 10 years instead of 5... 


CALL Your Royal Representative — 
He’s listed in the 
Classified Telephone Directory. 


World’s Largest Manufacturer of Typewriters 
ELECTRIC + STANDARD + PORTABLE 


this advertisement are entirely fictional. 
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a TOP HAT 
doesn't make 
a man 
out of a monkey... 


BE SURE YOU GET 
THE ORIGINAL 


ERASERSTIA 


Putting a wood case around 
an eraser doesn't make it an 
EraserStik. It has to have the 
EraserStik name on it. 


We INVENTED — and 
still produce—the world's 
finest pencil-shaped eraser. 
Cleans quick and slick because 
it has the famous A. W. Faber 
erasing stock. Erases pencil, 
ink or typewriting without 
digging into the paper. 
Sharpens with knife or me- 
chanical sharpener. Typists, 
clerks, bookkeepers and 
accountants are crazy about 
EraserStik. 


= 
> 
oD 
2) 


TIK Git sevice) v.8.0. 7 





lf your own Dealer 
doesn't carry EraserStik, 
please write to us direct. 








SRASER 


AW FABER-CASTELL 


PENCIL COMPANY, INC, NEWARK .N. J 





| satisfaction when a deviation from the 
| standard method of handling any of 
| these problems occurs. 


C. PERIODIC REVIEWS of 


| methods and practices are necessary for 


| an efficient operation. 


The right de- 


| gree of simplicity, brevity and clarity in 


all phases of management are the first 


| principles in successful management. If 





you wish to have a schedule of opera- 
tions and standard practices to be fol- 
lowed, fine. There is, however, the 
danger of complacency. Any method or 
practice which has been in effect for as 
long as a year without change should 
be resurveyed. An office machine may 
be reviewed in terms of years of use, but 
the office is a dynamic operation. Only 
constant review and revision can save it 
from obsolescence. 

D. REPORTS AND BUDGETS to 
measure and control productivity of of- 
fice personnel will help you determine 
their capabilities and rate of production. 
It has been said that the main trouble 
with this world is that whenever there is 
a pieno to be moved, there are too 
many fellows ready to reach for the 
stool. See that each individual carries 
his share of pianos. 

E. RECORDS CONTROL includes 
vault placement for safekeeping, reten- 
tion period of all records and reports 
such as billings, invoices, vouchers, corre- 


| spondence, contracts, books of original 
| entry, tax returns, insurance policies, 
| ete. 


| IV. FORMS AND STORES. 


A. OFFICE STOREROOM operation 


| for distribution of stationery, forms, 
| pencils, pads, carbon paper, and other 
| supplies. 


B. QUALITY AND QUANTITY de- 


| termination of all such items. 


C. OFFICE DUPLICATING shop 
supervision. It may prepare the house 


| organ, personnel bulletins and sundry 


| V. COMMUNICATIONS. 


forms not printed outside the office. 


A. INTERNAL COMMUNICA- 


| TIONS: maintenance of dictation pool, 


reproduction facilities, mail service and 
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THE TODD COMPANY, Inc., Dept. 
Rochester 3, New York 


Send full details on Todd Protectograph Disburser. 
Firm 

Address 

City : Zone 


a 
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DONT STAND FOR 


When a duplicating job jumps 
the rails — and the paper starts 
wrapping itself around the roller 
with a machine-gun clatter — 
resist the temptation to feed the 
operator into the hopper. 

It’s not her fault — and it very 
possibly is the fault of the paper. 

You see, the tendency of paper 
to cling to the roller is caused by 
static electricity — just like the 
magnetism a comb picks up when 
it’s rubbed vigorously. And, in 
paper, the effect of static elec- 
tricity is reduced tremendously 
by paper with the correct mois- 
ture content. 


All Eastern papers are moisture- 
controlled by scientific tests to make 
absolutely sure that the just right 
moisture content is maintained in 
every ream. The result? Smooth 
running, better looking duplicating 
jobs time after time. 

If wrap-around is_ plaguing 
you, try one of these special 
moisture-controlled Eastern 
papers: 

Atlantic Duplicator, Atlantic 
Bond, Atlantic Mimeo Bond, At- 
lantic Opaque, Manifest Dupli- 
cator, Manifest Bond, and Mani- 
fest Mimeo Bond. For sample 
packets or sheets, write: 





nybo 


ATLANTIC BOND 


EASTERR 


UswWts- PAPER 


MADE BY EASTERN CORPORATION + BANGOR, MAINE 


THe Orrice—July, 1953 





a filing department. Clipping service 
to route current articles and bulletins of 
interest to the proper executives, depart- 
ment heads, and/or personnel. Mainte- 
nance of a library for books, manuals, 
periodicals. Compilation and distribu- 
tion of house organ or bulletin. Mainte- 
nance of reception facilities, bulletin 
boards. Supervision of switchboard 
operators, messenger and _ reception 
clerks. Supervision and coordination of 
office functions among branch offices of 
the company. 

B. EXTERNAL COMMUNICA- 
TIONS: public relations, community 
affairs, charity drives and civic cam- 
paigns. Industry surveys, press re- 
leases and institutional advertising. Care 
and control of visitors. ; 
VI. MACHINES. 

A. Selection of best machine types for 
your kind of work. 

B. Servicing contracts and mainte- 
nance. 

C. What’s new in the available lines. 


Would it reduce time necessary for the 


W / (cleanest keys ever 
N E : BUD 


_cee TYPEWRITER TYPE CLEANER 


“< PR es 


‘a 


job, do a better job, conserve manpower, 
reduce costs? 

D. Complete changeovers of equip- 
ment to standardize office furniture or 
change from manual to electric type- 
writers, wood to metal furniture, four- 
drawer to five-drawer files, ete. 

VII. COST REDUCTION. 

A. BETTER METHODS ean be es- 
tablished and a savings effected in the 
office itself. Each of us should operate 
our offices with this thought in mind at all 
times :our office must show a profit to the 
company by doing a better job with less 
effort and lower costs. No matter how 
good the service, it must be economi- 
cal and the office executive must see 
that each member of his staff is abso- 
lutely essential to the success of the 
business. While extra sales may mean 
some increase in profits, economies in 
office operations normally yield a dol- 
lar in extra profit for each dollar of 
expense saved. Generally speaking, it 
costs more to get a new customer than 


his immediate business justifies. The re- 





a NOT LIQUID-PLASTIC! 














® TYPE CLEANER 


Stationers write: 
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YOUR CUSTOMERS will be 


MORE IMPRESSED ! 
a 








peat sale is profitable. You must have 
customers first, last and always, and they 
must be satisfied customers. Customer 
satisfaction may be a sales problem but 
it is also a service problem. You must 
keep them happy with correct billings, 
courteous letters, prompt credits, pleas- 
ant telephone conversations. After the 
salesmen have sold the customers the 
first orders, you must sell them the com- 


| pany and its individuals. 


B. ELIMINATION OF WASTE: 


| break bottlenecks, constantly improve 
| office methods and procedures, complete- 
| ly satisfy customers—these pave the road 
| to cost reduction. Management does not 
| congone waste of money, methods, ma- 


by documents, papers and 
checks protected by 


- Schlegel putt 


FASTENERS 


Nitlae S510) a cole slat] ol ol-1al ofelale| 





@ ADDED TOUCH that’s “good 
business” . . . Schlegel PULL FAS- 
TENERS make every packet of busi- 
ness papers look valuable, official 
..- look “cared-for” ... help win 
respect for you, your company, 
and the papers. 


PLUS 
NO BREAKING! NO TEARING! NO SLIPPING! 
Strong ... durable... quickly, fully 
adjustable . . . flat cloth tape... 
Schlegel PULL FASTENERS hold 





papers firmly while you carry them, 
or for a lifetime in your files. 


WRITE! Descriptive folder with 
prices and sizes mailed promptly. 


MANUFACTURING 


Schlegel company 


393 N. Goodman St. Rochester 7, N. Y. 


oO 


terial or manpower; neither is it adverse 
to spending any of them where the re- 
sults are commensurate with the amount 
expended. Equipment improperly used 
or simply gathering dust is too expen- 
sive, regardless of its purchase price. 
The same is true of inadequately trained 
and improperly placed personnel. Cost 
reduction must begin with the maximum 
reasonable use of the equipment and 
personnel you have. 

That may sound like a tremendous 
list of duties to discharge. It is, but 
there’s more to a managerial job than 
the duties to be performed. That’s only 


| the list of what has to be done. Here are 
| the qualifications set forth by top man- 
agement for proper execution of the job. 


The office manager must have at all 
times a healthy dissatisfaction with 
what has been done and what is being 
done in his office. Nothing is sacred in 
methods, routines and procedures. You 
can always find a better way to get the 
job done. Don’t believe for a moment 
that when you find the right man for a 


| job and the best machine money can 
| buy that you have the answer—you still 
| have to find the right method. Have 
| before you at all times these three 
| objectives: 


1. Reduce the expenses to help re- 


| duce the unit cost of the product or 


service of your company. 
2. Increase productivity to help make 
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@ switch from this 


et ss ities ‘A beautiful 
to this > “verpiatie bound books in 
these 2 easy steps: 





mod ern a Punch sheets and covers of « any size or 
i , weight, quickly, accurately 


right in your 
own office! 
-.-and save money, too 





Bind up to 250 si an mt with peciatbis, 
GBC plastic pit 





Yo definitely im- ran , , 
prove the ‘effectiveness Add prestige... utility . . . attention-compelling 


Se one cata cache with —-« APpearance to reports, catalogs, presentations, and all 
poe Rg Gec printed and duplicated material with this sparkling 
plastic binding. NEW GBC portable equipment 
quickly . .. economically plastic binds loose pages cf 
all sizes into easy-to-use personalized booklets. Pages 
turn easily ...lie flat. Durable plastic bindings are 
available in a complete range of colors, styles, and 
sizes. Complete GBC office equipment costs less than a 
General Binding typewriter . . . saves more than 50% over old fashioned 


Corporation fastener-type covers. Anyone can operate. 


GET YOUR FREE: PORTFOLIO-PRESENTATION NOW 


GENERAL BINDING CORPORATION 

Dept. 0-7, 812 W. Belmont Ave., Chicago 14, Ill. 
Please send me, without obligation, your free PORTFOLIO- 

PRESENTATION that includes prices, applications, and other 

practical information on this modern plastic binding system. 


Name. 








\ Organization 


\ Address 








City Zone State 
(RRR RN RS ERIN AEE ERNE GENE SME SEIS IRI om AY cM 





Gee cee cae ane cee ce es Gs es 
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“Gts No Secret”... 


142 ST — 42” x 32’ 


tsaWorden | 


SECRA-TYPE Desk 





® QUALITY 
» ECONOMY 











» EFFICIENCY 


252 ST — 52” x 32” 








(ea) “The Products of Craftsmen” 
} | Write for New Catalog 


Worden Company 


200 East 17th Street @ Holland, Michigan 


the foregoing possible. 
3. Increase earnings of people work- 
ing in the functions responsible to you. 
(Both 1 and 3 are possible if 2 is ae- 
complished ). 
You must train helpers as key per- 
sonnel and supervisors. Have a substi- 
| tute available to protect the company 
| from serious loss should you step out of 
| the picture for any reason. Progres- 
| Sive management can advance a man 
| more quickly if he has a trained re- 
| placement ready to step into his shoes. 
| Apply yourself to tomorrow’s prob- 
| lems after the daily routine can be 
handled by subordinates. Be a student 
of your profession. Learn, read all you 
| ean about today’s work in your field. 

Have a broad acquaintance not only 


| within your company but outside it. As- 
| sociate with other office managers, learn 
| from their experiences and be ready to 
| take action on the basis of what you 
| read and hear. Keep up-to-date on items 
| affecting the business of your com- 


pany, such as government rules and 
regulations, industry developments and 
changes, technological improvements, 
ete. An annual report of progress to 
your top management may be in order to 
stimulate your yearly progress, give you 
something to work toward, a chance to 
show how good your work is and outline 
your ideas for the future. In your re- 
port, be general as far as the field of 
office management is concerned, but be 
specific where expense of operations and 
comparison of expenses with previous 
periods is concerned. 

Be willing and wise enough to dele- 
gate responsibilities. This is the acid 
test of whether a man is office manage- 
ment material or whether he is still a 
chief clerk. You will do best if you 
spend more time in the development of 
people rather than the direction of 
things. You can’t possibly do all there 
is to do, so someone must take care of 
smaller details. These are the first to be 
delegated to subordinates. Perhaps you 





have seen supervisors who, with work 
| piled high on their desks, seem to be 
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To make your work look better... 
Make You look better... Always use 


NGHORN 


CARBON and 
RIBBONS 


You'll get praises from the boss— 
you'll look sharp, be sharp— 
when you use Longhorn Carbons 
and Ribbons. They give your 
work that extra sharp, extra clean 
neat appearance that wins friends 
and influences raises! 

Longhorn Carbon is made in the 
exact weight and finish to suit 
your style...Longhorn Ribbons 
have six degrees of inking—one 


of them just right for your touch. 


Boost your work and boost yourself—ask 
your office manager to buy Longhorn 
Carbon and Ribbons for your office! 


Have You Sent for 


Your Copy o 
WHAT'S YOUR BRAND? ys : 
You'lt And 1 foncinatig MCO 


somely illustrated little 
booklet giving unusual 


facts about famous AMERICAN CARBON 


Southwestern cattle 
Saimeweura PAPER MFG. CO. 


your request. 





WAUSAU IMPRESSION PAPERS 
Prove their Superiority Every Day 


Trial Packet and Sample Wausau Impression Papers for every business need 
Books are now available daily prove their superiority, whether used for litho, 


at stationers stocking the . 6 . 
stencil, spirit or gelatine process. 


Wausau line. 


It will pay you to make your own tests. If you require 
G@ genuine watermarked paper, use Wausau Bond, 
Wausau Mimeo or Wausau Duplicator; if your program 
calls for economy papers, not watermarked, use Exact 
Bond, Exact Mimeo or Exact Duplicator. Test the paper 
on your own work and equipment. Clear, sharp, easy- 
to-read impressions are your proof of the superiority 
of Wausau Impression Papers. 


WAUSAU PAPER MILLS CO. 


Executive Sales Offices 
Artisans | 111 W. Washington Street, Chicago 2, Illinois 


Fine Papers Mills at BROKAW, WISCONSIN 
Member - Wisconsin Paper Group 
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trying to impress their superiors with 
the fact that they have their fingers on 
every detail of their office. Maz Se they 
consider themselves inefficient if they 
are not able to answer immediately and 
in detail every question someone asks 
them. If an office manager fills his time 
with work that can be handled by the 
rank and file employee, he isn’t going 
to have time to supervise the work done 
by his employees. Nor will he have time 
to plan for the future. 


Maintain a smoothly running office. | 


You are perhaps the greatest single fae- 
tor in developing esprit de corps among 


your business associates and employees. | 


Because of vour advanced schooling and 
e + a] 


experience, top management expects you | 


to handle people considerately and with 
good results. You must learn the best 
way to coordinate your personnel to 
make them function smoothly and with- 


out friction as a team not as individuals. | 


Pettiness has no place in the office 
this is business. 

Build an organization that fits and 
works. You do not need a complicated, 
intricate structure for a good working 
organization, but you do need something 
simple which will enable your employees 
to work together as a team. An in- 
dividual employee is limited by the ¢a- 
pacity of two arms, two legs, one brain 
and one heart. . The ceiling on work ac- 
complished by a group of hands, hearts 
and heads properly coordinated is un- 
limited. You are the Coordinator of 
Paper Operations whether it be in one 
office, one plant or several branches. 

Be a dynamic leader. These United 
States were built on momentum and 
change. They are still being improved 
by the same forces. A static manager 
has no place in today’s business. He 
will be left behind before he gets started. 
You must be open to, and willing for, 
change. 

Be human, but command respect. Be 
capable of listening to problems and 
straightening them out. Be mature, fair- 
minded, tactful and a good judge of hu- 
man nature. Be the kind of man of 
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Are wae Misolimebe 
forms still in 


the stone age? 


| Do your typists still fumble with carbon 
| sheets . . 
| records that can be done in one operation? 
| Then you need SNAP 
|'N PART —the fa- 
| mous FEDERAL 
| carbon - interleaved 
| forms that save up to 
| 50% in time costs! 


. waste time duplicating various 


FEDERAL is fa- 
mous for cost-cutting 
business forms and 
for swift, accurate 
service. 

Next time you 
need any kind of 
business form just 
send us a copy and 
we’ll promptly 
quote you — that are probably 
lower than those you now pay. No obli- 
gation, of course ! ~cecees 

only FEDERAL mates ~SNAP‘N PART 


carbon-interleaved sets 


FEDERAL 





Business Products, inc. 
90 GOLD ST., DEPT. 7, NEW YORK 38 





Girls go wild 


over phim new 


NON-SKID 


TYPEWRITER PAD 


No more clouds of “erasure-dust’’—no more 
“walking” typewriters. Here’s a pad that 
wipes clean in a second, gives a soft, 
sound-deadening surface for all office ma- 
chines, fans, etc.—won’'t slip, pack down or 
get hard—iasts long, eases workaches. A 
real office sensation. 


Standard Size 12" x 13" 
slightly higher W. of Rockies 
Other sizes proportionate 
Dealer and Jobber inquiries invited 


geeeeeeeessORDER TODAY «sseessseem 


: ACE LITE-STEP CO., Dept. 23, 
2 1708 S. State St., Chicago 16, Wm. 


* Please rush non-skid typewriters 
®mats at $2.25 ea. ) check enclosed. § 
send C.0.D. ( ) open orders 

( ) send information. 
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whom your employees will say, “I like 
to work for him.” Be meek, but not 
subservient; be self-sufficient, but not 
smug. Hold yourself in reasonable 
esteem and your pride and ambition will 
force you to do a better job. Aim at all 
times for the good will of both em- 
ployees and customers. This calls for 
complete honesty, clear thinking and 
understanding of the other fellow’s view- 
point. Sometimes you may be a bit 
shocked at their opinions of you and 
the company or company policies, but 
it’s good to get shocked out of com- 
placency. Develop your ability to do 
original and creative thinking and 
plan so that you have the time to think. 
Top management does not want yes-men. 
They want courage, stamina and ideas. 

Remember this—you are directly in 
line for the highest posts in the busi- 
ness, provided you have the ability, 
imagination, ingenuity and diplomacy 
to handle your job right. Office manage- 
ment is what we make it. Limitations 
very seldom are attached to the job; 
they generally exist in the individual 
himself. The sky is the limit for the of- 
fice manager fortified with the right 
equipment. 

Glancing over the list I have prepared, 
we find the office manager has, through 
the years, acquired the management of 
many duties and responsibilities, staff 
functions and a service organization of 
many component parts. He can im- 
prove the quality of the product in some 
cases, create happier personnel, secure 
greater loyalties, develop deeper interest 
and make a definite contribution toward 
a more lasting and happier organization. 
The successful office manager is part 
salesman, administrator, personnel di- 
rector, production worker and a human 
being. He’s just an average person but, 
if he is successful, he works at it much 
harder than the average person. 

There are a few sure methods of 
helping you achieve fulfillment of top 
management’s expectations: 

1. KNOW THE WAY. Realize what 
you’re up against. Don’t dodge the 
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Site ain 3 


lew Standard 


Duplicator 


Quickly copies anything that 
may be typed, written or 
drawn on a master. 


As pioneers of the 
fluid process in 
America, experience 
logically enables us 
to offer the finest in 
time-tested duplicat- 
ing equipment, 


FREE BROC 
GLADLY §$ 
UPON REQ 





Faster 
Quieter 
More Efficient 





STANDARD DUPLICATING MACHINES CORP. 


EVERETT 49, MASS 





issue. You can’t afford to worry with 
the details—your subordinates can man- 
age those if you’ve trained them prop- 
erly. Keep an eye on the present, but 
spend your energies on the future. That 
is your objective. 

2. PAY THE PRICE. In this world, 
you don’t get nothin’ for nothin’ except 
nothin’. You've got to be willing to pay 
with experience and effort for every 
achievement. It’s the only sure way to 
get what you want. 

3. KEEP THE FAITH. In today’s 
confused and bitter world, it’s some- 
times difficult to have faith in mankind 
or the world in general. Keep faith in 
yourself, keep faith in a Power outside 
yourself. Remember, there’s the law 
of averages. Some folks eall it luck, but 
then luck is what happens when prepa- 
ration meets opportunity. Opportunity 
may knock once, twice or a dozen times. 
W hy concern yourself with the number 
of times if you are never prepared to 
answer the door even once. Be prepared 


for any emergency and, when oppor- 


tunity arrives, you'll have all the luck 
you need. 

All these things management expects: 
adequate individual production from 
your personnel, proper job attitude. 
efficient methods, ability to get the job 
done in full and on time, a reasonable at- 
titude toward savings on company sup 
plies and expenses, the appearance at 
all times of the best personal salesman 
the company could have. You must know 
your job and your personnel and how 
to handle both. 

Management’s success rests on the 
office manager and his personnel, on the 
services they perform, not on systems 
and machines alone. The finest offices, 
equipment, procedures and systems pro- 
duce exactly zero work without people. 
Top management expects no more from 
the office manager than it does from its 
other employees: to do a job and do if 
well. The only difference is ours is a 
bigger job and it requires better doing. 
Always remember, your ideas won't 
work unless you do. 





Speed Up PAPER ASSEMBLIES 


@ To collate in half-time and at half-cost is 
good business, both from the personnel and the 
financial angle. One unskilled worker gathers 
3,500 sheets an hour from an Evans Gathering 


Rack. No fatigue—worker maintains pace. 





by using 


Evans 
GATHERING 
RACKS 


@ All aluminum, racks collapse for set- 
ting aside. Each section holds 500 
sheets at inclined angle. Use racks 
singly, or two or more together for 
large gatherings. 

GUARANTEED to produce quicker 
and more accurate results than any 
other collating aid on the market. 

8 MODELS. Shown: DU Racks at $14.00 
each. Others — $10.00 to $25.00. 








See Your Dealer or Write: Evans Specialty Co., Inc., 403 N. Munford St., Richmond 20, Va. 
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“Personnel Turnover Reduced... 
Supervision Improved... 
Absenteeism Reduced.’ 

—with ROL-DEX* by Watson! 


established 1887 
from a speech about ROL-DEX 
py W. P. Marshall, Manager Index Division 
lohn Hancock Mutval Life Insurance Co 


The John Hancock Mutual Life Insurance Company of Boston, Mass. recently 
completed their installation of triple-deck ROL-DEX by Watson and recommend 
it very highly. Company officials ran tests on all of the latest filing equipment 
and found that ROL-DEX would do the best job for them. Have | you inves- 
tigated ROL-DEX? ‘ 


NO WALKING * Pat. and Pats. Pending 
eg TSS esseseeeesesessaee — 
* WATSON MANUFACTURING co., 
NO STOOPING Rol-Dex Division, Dept. 0-7 
Jamestown, New York 
Please send me information about ROL-DEX record units. 


NO SQUATTING 


ie) 
° 
3 
vo 
a 
3 
< 


Pays for itself in 


e Name Title 
= Street Zone 
s 


s City State 
Watson also builds a complete line of filing cabinets 
and courthouse, bank and hospital equipment. 


direct savin~s to you! 


THe Orrice—July, 1953 





ew Products i 


PORTABLE TYPEWRITER 

Royal Typewriter Co., 2 Park Ave., 
New York 16, N. Y., announces a Royal 
Portable Typewriter with nine new fea: 
tures plus Magic Margin, the rapi@ 
method of setting margin stops. Engi- 
neering innovations in this machine in- 
clude a Speed Selector, a line Meter, and 
a Push Button Top in addition to such 


conveniences as visible tab set, speed 
spacer, carriage controls, greater paper 
capacity, beautiful new color combina- 
tions and Fiberglas-plastiec carrying case. 
The machine’s patented Royal features 
offer special advantages to the individual 
regardless of typing skill. The Speed 
Selector instantly adapts the speed ot 
the typewriter to the needs of the opera- 
tor whether it be beginner, expert, one 
finger amateur or ten-finger pro. The 


90 


Line Meter shows at a glance the num- 
ber of lines left on the sheet regardless 
of size of paper or number of carbons. 
By simply using the Push Button Top, 
the top-plate is up and the typewriter is 
wide-open. After ribbon has been re- 
placed or type cleaned, the top-plate 
snaps down in place. Styled along 
streamlined, modern lines, this machine 
is available in eye-appealing dove gray 
and Royal tan with Kelly green keys to 
complement the finishes. The smart look- 
ing Fiberglas-plastic carrying case which 
houses this portable offers maximum pro- 
tection with minimum weight. Royal’s 
Portable Typewriter is the first to be of- 


‘fered with a Fiberglas case as standard 


equipment. Priced at $105.25. 


PAPER SAMPLE BOOK 
Neenah Paper Co., Neenah, Wis., offers 
a free copy of their full line Sampler 
which contains a pictorial story of paper- 
making, the correct business uses of the 
different types of rag content papers and 
170 different samples. The simplified re- 


view of papermaking shows how paper is 


made, controlled and what determines 
quality. The samples, themselves, are 
divided into types of paper and sub- 
divided into their percentage of new 
cotton fibers. A color key identifies each 
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sample as to its rag content so that the 
user Can choose a particular paper almost 
at a glance. The first page of each sec- 
tion gives essential facts on that type of 
paper and its recommended business uses. 
It also recommends where and when the 
paper should not be used. The book is 
titled a sampler because the word was 
associated with examples of fine needle- 
work on cotton and linen during Colonial 
times. This ‘‘Sampler’’ contains samples 
of fine rag content papers and is one of 
the most complete of its kind. 


PHOTOCOPY MACHINE 

Hunter Photo-Copyist, Inc., 566 Spen- 
cer St., Syracuse, N. Y., makes the 
Hecco-matic photocopier which exposes, 
develops and delivers legally-accepted 
prints of any written, typed, printed or 
drawn material up to 14” wide and of 
any length. The entire process is per- 


formed within the single unit, eliminat- 
ing trays, running water and darkroom. 
The item to be copied is inserted with a 
piece of negative paper. A few seconds 
later, the exposed negative emerges and 
is fed, together with a positive printing 
sheet, into another slot. In another few 
seconds, negative and positive sheets are 
removed and peeled apart. Less than 45 
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seconds elapsed from the beginning of 
the operation. The Hecco-matic measures 
2544” x 8” x 10”, is neat and light in its 
cast aluminum case which fits easily on 
the corner of any average size desk. Full 
information from above address. 


ELECTRIC COLLATOR 


Thomas Collators, Ine., Dept. B, 30 
Church St., New York 7, N. Y., makes 
the Thomas Gathermatiec which is cap- 
able of collating sets of from 2 to 8 
pages at speeds as high as 29,000 sheets 
per hour. (It would take an experienced 


girl 19 hours to do the same job by 
hand.) Occupying less space than a small 
desk, the Thomas Gathermatic assembles 
reports, surveys, bulletins, lists and other 
papers. Its patented Ejectomatic Feed 
principle smooth, dependable 
operation. Pages to be collated are 
stacked in bins, Rubber-tipped fingers 
push the top sheets of each stack out to 
a motor-driven delivery roller. The sheets 
cascade down the roller and are auto- 
matically jogged before being deposited 
into a receiving tray. The operator keeps 
the sets separated by sliding alternate 
sets to opposite sides of the tray. By ad- 
justing a hand lever, she can regulate 
the speed of delivery from 12 to 60 sets 


assures 
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per minute. All pages remain before her 
for constant inspection to eliminate 
blanks or misprints slipping through. A 
foot switch stops the machine instantly. 
The speed and efficiency of the Thomas 
Gathermatic results in cost savings of as 
much as 70%. Confusion of last minute 
deadlines is avoided as is the horseplay 
inherent in collating by a group. Full 
information from above address. 


SECRETARIAL CHAIR 


Blair Aluminum Furniture Mari 
etta, Ga., makes the No. 84-N Secretarial 
Posture Chair which has a 16” x 15” 
seat constructed with no-sag springs cov- 
ered with rubberized hair for worker 
comfort and long wear. Seat height ad- 


Co., 


justs from 18” to 21”. Upholstered back 
adjusts from 12” to 1514” above the seat. 
The tilting back and swivel mechanism 
also controls the angle and tension of 
the back. welded aluminum 
and base is cast aluminum. A _ heavy 
duty model No. 86-N has an 18” x 16” 
seat. Complete line is pictured and fully 
described in a free 48-page catalog avail- 
able from 


Frame is 


above address, 
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PUNCHED CARD DRAWERS 

Tab Products Co., 57 Post St., San 
Francisco 4, Calif., lightweight 
Fiberglas file drawers, which are dent- 
proof, rust-proof and scratch-proof, in 
their line of specialized accessory equip- 


uses 


ment for punched card machine installa- 


tions. 
and drawers of cards are continually be 


Because punched cards are heavy 


ing removed from files, carried to ma- 
chines and returned to the file, the light, 
durable Fiberglas drawers are ideal. <A 
full-sided drawer is used in upright steel 
4-drawer, 14- 
A low- 
sided tub 
files, likewise available in several models. 


filing cases, available in 
drawer and 20-drawer capacities. 
drawer reference 


is for open 


Further information from above address. 


OFFSET INK ROLLER 

Pemberton Printing Co., 1200 W. 8th 
St., Los Angeles 17, Calif., announced it 
had caught up on orders from govern- 
ment Army and aircraft 
companies for its Mammoth Ink Conver- 
Rollers and now make im- 
mediate deliveries to all users of Multi- 
lith duplicators who wish to obtain the 
fine printing of a lithographic 
press. A Mammoth roller is easily in- 
stalled in place of the regular ink roller 
and provides uniform inking over the 
full area of an offset plate. Literature 
from above ‘address. 


agencies, the 


sion can 


large 
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TEXT PAPER 
Rising Paper Co., Housatonic, Mass., 
offers a free sample book of Rising Intra- 
lace, an inexpensive book paper with the 
feel and appearance of a handmade 
sheet. It has two patterns, one on its 


surface and the other in its interior, both 
combining when the sheet is held up to 





Oiining 


Intralace 











the light. It takes all printing processes 
and is made in 70, 80, 100, 120 and 140 
basic weights; sheets sizes 25 x 38, 38 
x 50 and 35 x 45 in white and ivory. 
3asis 70 white and ivory envelopes to 
match are made in five sizes with square, 
flap. The 70-lb. 
equivalent to Sub. 28 in a 


gummed weight is 


bond. 


COLORED GUMMED TAPE 
Rittenhouse Paper Co., 6405 S. Went- 
worth Ave., Chieago 21, Ll., makes Color 


Stik gummed paper tape in four vivid 


colors and in 1”, 2” and 3” widths. Each 
roll contains and the 
tape, which can be written on, has the 
strength and mailability of brown kraft 


greater yardage 
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tapes. Color-Stik tapes come in a dis- 
play carton of 36 rolls with selling copy 
listing the tapes’ uses in office and home. 
Full information from above address. 


SILVER INKED RIBBON 


Columbia Ribbon & Carbon Mfg. Co., 
Glen Cove, N. Y., makes typewriter rib- 
bons inked with silver for typing on 
black or dark colored papers with strik- 
ing effect in direct mail promotion work, 
ete. Columbia also makes other unusual 
inkings and a wide range of colored 
ribbons to mateh or blend with letter- 
heads and add interest to everyday cor- 
respondence, 


ADDING MACHINE 
Clary Multiplier Corp., Dept. 0-7, San 
Gabriel, Calif., makes the Custom Line of 
de luxe electric adding and subtracting 


4 


machines in green and beige color com- 
bination with touch-contoured keyboard. 
The green used in two tones for the key- 
board and the beige plastic case were 
found by research tests to produce the 
least eyestrain and blend with the widest 
variety of interiors. The keyboard has 
alternating rows of flat and concave key- 
tops to facilitate touch operation and re- 
duee errors. Keys are pyramid shaped 
to eliminate fingernail breaking and 
visible identification of depressed keys 
by color contrast, larger numerals and 
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light touch operation retain the positive 
entry feel. Clary electrics perform at 
the rate of 190 cycles per minute and the 
machine figures an answer, prints it, 
jumps the tape above the tear-off bar 
and clears the machine in less than one- 
third of a second. Engineered for quiet 
operation because of its rotary action 
mechanism and sound-treated case floated 
on live rubber. Paper roll cover com- 
pletely encloses tape to keep dust from 
mechanical parts. Custom machines do 
multiplication and division and are the 
highest priced in the Clary line, retailing 
at $325. 


COPYING MACHINE 


Charles Bruning Co., Dept. L73, 4700 
Montrose Ave., Chicago 41, Ill, an- 


nounced that the copying speed of its 
Copyflex desk-side copying machine has 
been increased by 50%. The added speed 


results from a revised design which en- 
ables use of 220 volt AC. The machine 
has a 20” copying width and, in seconds, 
can make diazotype copies of any size 
office form from a large accounting sheet 
down to an invoice or small memo. Be- 
cause it can copy letters or ordinary size 
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business communications two at a time, 
the machine can turn out many thou- 
sands of varying sized copies daily. The 
faster model has been designated the 
Bruning Model 15 Copyflex machine. The 
standard Model 14 Copyflex machine, 
which operates from 115 volt current, 
will continue to be produced in quantity 
since its speed is adequate for most office 
copying procedures. 


SORTER METHODS 


Associated Industrial Designers, P. O. 
Box 12652, Los Angeles 39, Calif., offer 
a free folder which describes different 
uses and methods of using their Sort-O- 
File desk model leaf sorters in both 
horizontal and vertical positions. Sort- 
O-Files are made in sizes for letters, 
eards and checks, with index signals for 
any sorting application. The folder shows 
how consecutive numerical sorting of 
hundreds or thousands of pieces is done 
with 19 numbered leaves by using the 
terminal digit method. 


COMPOSING MACHINE 


Halber Corp., 4151 Montrose Ave., 
Chicago 41, Ill., announces the Typro 
portable type composer, a table-top ma- 
chine, no larger than a typewriter, which 


produces sharp headlines on waterproof 
photo-sensitive paper by contact photog- 
raphy from master film strips in inter- 
changeable magazines. Positioning a 
lever produces copy rapidly in one con- 
tinuous operation. Machine is complete 
with automatic developer unit and re- 
quires no darkroom. Headlines can be 
produced in a choice of type faces in 
sizes from 144 point to 10 point or 
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Invincible Modernaire is the 
desk to buy for greatest value 


Note the recessed back panel on Model 7236-AB. 
Allows comfortable knee space for person sit- 
ting on opposite side of desk. 


[@s good business to use Invincible 

Modernaire desks. For instance, the 
unique design of model 7236-AB combines 
the utility of a desk with the usefulness of 
a conference table. More, Invincible’s 
unique reinforcing assures maximum 
strength, rigidity and freedom from trouble. 

Don’t be satisfied with ordinary desks. 
Invincible gives you better construction, 
longer life — greater utility. 
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Desk doubles as conference table. Top overhangs 
on sides and back. Provides comfort and conven- 
ience for all people sitting at desk. 


OFFICE EQUIPMENT 
FOR BETTER BUSINESS LIVING 


Invincible Metal Furniture Co. ® Manitowoc, Wis. 








soRT(-FiLE 


SAVES 20% TO 60% TIME 
30 Models. Systems Sorting Service 


For fast hand-sorting of cards, 
THOUSANDS INUSE for st handaorting of card 


invoices, orders, 
©) business ane or public docu- 
Y ments. We make all types from 
tiny desk models to shuttle-carri- 
age machines. Write for illustrated 
ne tow circulars. 
You's Aiwen Werted Representatives everywhere. 


Associated Industrial Designers 


P.O. Box 12652, Los Angeles 39, California 
Piant: 1248 East Sixth Street 








WHEN YOU BUY OFFICE FURNITURE 
pecity Desks by imperial 


ASK YOUR DEALER 
Bensppeeeial 


DESK CO. 
Evansville, Indiana 


CONFIDENTIAL 














yj 


Mail Order Today 
ETE | IL. 


Tubes are indexed 
for quick location 


Easiest way to file and find maps, blue prints, 














tracings. Metal cabinet file with locking 
doors. 112 tilting tubes handle 60” prints. 
Write today for illustrated folder. 


PATENT NO 1610368. Other Patents Pending. 


SCOTT-RICE COMPANY 
610 S. Main Tulsa 3, Okla. 


| smaller, 





All fonts consist of 
93 characters, including caps, lower case, 
fractions, percentages, etc. A common 
base line permits intermixing of fonts. 
At least 12 fonts can be contained in one 
magazine, permitting the operator un- 
interrupted use of the wanted 
fonts. Magazines snap into place with- 
out threading or splicing. The machine 
has an adjustment for mechanical justi- 
More than one 
output 
and 


if desired. 


most 


fication and line spacing. 
line may be composed on the 
strip. Duplicate 
sereened effects may be reproduced with- 
out resetting copy. Mathematical or 
chemical symbols virtually unlimited in 
length, as well as logotypes, borders, line 
drawitigs, halftones, photographs and 
microfilm can be reproduced. The pre- 
cise hand-letter-spacing built into the 
film artistically kerns all 
binations of letters and initial letters 
to give uniform spacing color. Head- 
lines come out black, microseopi 
cally sharp, and smudgeproof, for 
use. They do not need opaquing or re- 
touching and can be enlarged many times 
without signs of brush drag or smear. 
The Typro composer, including developer 
unit, sells for $495. Details of a no-cost 
trial offer can be had from above ad- 
dress, 


copies, reverses 


masters com- 


dense 
ready 


DESK CLOCK SET 


Pennwood 
Frankstown 


Co., 7249 
Pittsburgh 8, Pa., 


Numechron 
Ave., 


papeseseresesese aeeseies 


* 3 ise 


makes the Model 962 Lyra self-starting 
numeral desk clock and pen set covered 
with choice of brown, maroon or green 
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YOU CAN 
SPEED YOUR MAILINGS 
WITH 


Dennison 


ADDRESSING LABELS 


Check the “‘extra value’’ features you 
get with Dennison ADDRESSING 
LABELS: 


* Clean-cut perforations free from 
dust and pods. 


* Accurate spacing for easy typing. 
* Dennison quality gumming. 


* Type 33 labels with one insertion 

in typewriter. Make carbons if Typewriter size sheets, 814” x 

wanted. 11”. Thirty-three labels to a 
sheet, label size 2 13/16” x 1”. 

* You can make multiple copies on Convenient 25 sheet or eco- 

duplicating machines. nomical 500 sheet packages. 


Order Dennison Addressing Labels from your stationer today. 
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THIN 
PAPERS 


Reduce 
MAILING 
seeaile 
FILING 
Costs. 


Us 


ESLEECK. 


PAPERS 


THIN 


Fat am (ott Mm slay ete! 
Clearcopy Onion Skin 
Fidelity Onion Skin 
Laid Thin Papers 
Prestige Onion Skin 
Superior Manifold 
Webb ot @)eloconty 


SEND FOR SAMPLES 


ESLEECK 


Manufacturing Company 


Turners Falls. Mass. 


Cordovan leather, tooled in 24k. gold 
Greek key fret design. It measures 414” 
high, 1014” wide and 4%,” deep; has UL 
approved motor and cord and sells for 
$69.50 in attractive, individual gift box. 


ADDING MACHINE 

J. E. Albright & Co., 833 Broadway, 
New York 3, N. Y., offers the Totalia 
10-Key Adding Machine with 10-column 
listing capacity, totaling 11. Machine 
features direct substraction, sub-totals 
and credit balances printed in red, and 
multiplication key with automatic 
column shifting for short-cut multiplica- 
tion. All digit and control keys have 


light touch for fast action. Machine 
operates quietly, is easily carried and 
can be moved about the desk top without 
effort because of its rear, rubber roller. 
Prints on any tape up to 3%” wide and 
on standard bank deposit slips. The 
Totalia’s universal motor can be plugged 
into AC or DC outlets. Machine is fully 
guaranteed, manufactured in Italy and 
distributed in the eastern U.S. by the 
above company. Literature from above 
address. 


ELECTRIC TYPING 

Remington Rand, Inc., 315 Fourth 
Ave., New York 10, N. Y., offers a free 
16-page booklet containing proof that 
the six primary dividends of electric 
typing can be realized for as little as 11 
cents a day per typing station. Designed 
for management analysis of typing 
costs, the booklet ‘‘Dividends You Get 
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CREATED TO PLEASE 
THE MOST COST CONSCIOUS 
OFFICE MANAGER! 

ME Wubtiple Copice Prints Sharp 


BE Crwitor Durability 
ME hon-Edge, Cui Commer Ce 


Mudge fee 
WE Clip proof, Miracle, Tow, Cunb-boss Ba 


Looking for a carbon paper that provides maximum 
service at a really low “er Then you’re looking for 


M & V’s Plenty Copy. For here is a low-priced carbon 


paper that gives you the quality features and durability 
usually found only in the most expensive carbons. 


New—Miracle Nylon with F-100! Plenty Copy ribbons, too, are famed for low-price 
leadership. They combine a superbly durable fabric 


Acknowledged as the leader among nylon and excellent sensitivity with the great new inks 

ribbons, Miracle Nylon is now available developed by the industry’s most skilled chemists. 

with F-100, the greatest advancement Try Plenty Copy ribbons and carbon paper in your 

in the history of black ribbon inks. Try the office. Write for free carbon paper samples today. 
new Miracle Nylon ribbon for your 


most particular typing jobs. Vv Send for FREE samples! 
GREAT NAMES js 
FOR SPARKLING PERFORMANCE lV MITTAG & VOLGER, INC. 
ol Va PARK RIDGE, NEW JERSEY 


RUSH SAMPLES IMMEDIATELY 
|) pee al Regular CJ Noiseless | | 
Electric C typewriter and usually make copies. 


Name 
Address 
City 





with Remington Electric Typewriters’’ 
describes the way to better looking typ- 
ing, elimination of typing do-overs 
through production of as many as 15 
copies, assurance of uniformity of typed 
work, reduction in typist fatigue and in- 
creased typing production. Case histories 


show on-the-job production increases of 


WITH 
20% to 50%. The book indicates how 
Cot interested executives can participate in 
an operating ratio study program and 
establish profitable electric typewriter 


R U N N & Q & an d M AT Ss policies. The program offers a free writ- 


ten report of specific benefits and pro- 
duction increases which can be achieved 
in their own offices. Basis for this proof 
of profit is a mass test of electric type- 
writers, evaluated on regular typing 
work, to accurately determine savings. 
Write above address for booklet RE 8612 
and/or free written report on specific 
benefits. 


MARKING PENCIL 
Eberhard Faber Pencil Co., 37 Green- 
point Ave., Brooklyn 22, N. Y., makes 
Marker paper-wrapped pencils for mark- 
ing on any surface such as Cellophane, 
glass, porcelain, highly polished metals, 


Premium rubber tile, permanently 
bonded to a resilient sponge base. 
FOOT COMFORT Runners and Mats 
reduce fatigue by providing restful 
support to all who work standing. 
They pay for themselves in increased 
worker efficiency. Used at counters, 
machines, in corridors, etc. For Of- 
fices, Banks, Plants and Homes. 
Beveled edges; 8 marbelized colors. 


MATS: 18” x 30” 18” x 48” 24” x 36” 
36” x 64”. RUNNERS: to 36” width, any 
length. 4 ; 
See your local office ow se Be pg or write photographie prints and film. The one 
FLOORING DIV. prices, | pencil does it all. It is sharpened by 


literature. : . 
| simply peeling the paper wrapper away 
from the lead. The round shape is 


THE HYGIENIC DENTAL MFG. CO. polished to match the lead color. The 
AKRON 8, OHIO, U. S.A. smooth leads are exceptionally strong 





THe Orrice—July, 1953 





and will not serateh highly polished 
surfaces. Marks are durable yet easily 
removed with a damp cloth. Made in five 
brilliant colors: 575 blue, 576 red, 577 
yellow, 578 green, 579 black. 


ADHESIVE LABELS 

Labelon Tape Co., Dept. 0, 450 At 
lantie Ave., Rochester 9, N. Y., makes a 
Labelon Tape package designed for fast 
retail selling. It consists of Labelon tape 
in mateh folder form plus a Mighty 
Midget display box only 3%” a 
in red, yellow and_ black. Labelon 
‘Write on it’’ Tape has been put into 
convenient match folder form for pocket 
or purse as a 15e retailer and retains all 
the advantages of the tape in roll form. 


x 546” x 5” 


Writing on the tape appears beneath a 
transparent plastic outer layer, protected 
against smudging, dirt, dust, grease, oil, 
water und most acids. No pencil lead, 
ink or typewriter ribbon is required since 
writing appears due to pressure of the 
writing instrument alone. Labels stick 
tightly, yet strip off cleanly and can be 
re-applied an almost unlimited number of 
times to smooth, clean surfaces wichout 
losing their adhesive qualities. Labelon 
resists temperatures from —40° F. to 
-+-150° F. and will not curl nor discolor 
with age. Writing is permanent, does not 
fade or come off, and stands out boldly 
in a dark color against gleaming white. 
Narrow color borders in a choice of red, 
blue, green and black allow color coding. 
Each folder contains 24 labels which 
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The most wonderful 
thing you could do 
for a wonderful 
secretary! 





Make yo 
Letterex test! 


of 10 boxes (5,000 sets each — 5,000 record 
sheets and 5,000 1-time carbon sheets) 
— $35 F.O.B. Washington, D C. 
McGREGOR & WERNER, INC. 
1640 Connecticut Avenue 
Washington 9, D.C. 





AT HAND... 
IN THE RIGHT 
HANDS! 


with 
TELKEE 
Moore Key Control 


A METHOD FOR FILING AND CONTROLLING KEYS 


With Moore Key Control TeLKeg, you never 
have to worry where keys are...or who has 
them—they’re instantly available in neat, 
compact cabinets, easy to set up and operate. 
Saves cost of expensive lock repair and re- 
placement, too. Moore Key Control usually 
pays for itself the very first year you own it. 


P. 0. MOORE, INC. 


302 Fourth Avenue, New York 10, N. Y. 








Save Time! Cut 
Costs! Better Work! 
Try 10 Days FREE! 


NEW “Visi-Guide” ends pile-ups, press 
stops! Saves blankets, stock! Fits presses 
with Davipson DIAGONAL FEEDERS, In- 
stalls in 2 minutes, no drilling. Try 10 
days FREE, Write today! 


LITHO ENGINEERING & RESEARCH 


3237 Eastlake Ave. Seattle 2, Wash. 














| less than one mile. 


strip off easily from backing sheets for 
convenient application. 


INTER-OFFICE TYPEWRITER 


Commercial Controls Corp., 1 Leighton 
Ave., Rochester 2, N. Y., makes the 
Model FTM Flexowriter for inter-office 
communications. Ordinarily, the Flexo- 
writer automatically records information 
as it is being typed on a standard elec- 
tric keyboard by punching a narrow 
paper tape with a code. This punched 
tape can be used as many times as de- 
sired to reproduce automatically the 
coded information. Two machines can 
be connected electrically by a multiple 
cable. Machines may or may not be 


equipped with tape punching and tape 
reading facilities; these features are not 
essential to transmitting and receiving 
messages. The electric interconnection 
enables the sending Flexowriter to trans- 
mit coded impulses over the cable to con- 
trol the operation of the remote type- 
writing machine. If desired, the com- 
munication may be two way. The typist 
may transmit to a remote station mes- 
sages as they are typed on her visible 
copy and receive messages which are 
typed automatically on her own ma- 
chine. Because the machines send and 
receive on their own power, using a nine- 
wire cable which differs from standard 
two wire teletypewriting circuits, prac- 
tical installations involve distances of 
Such installations 
include teletypewriting between order 
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and shipping departments, between pro- 
duction control and assembly lines and 
as a straight inter-office communications 
system. All (or any selected portion) 
of the message may be transmitted to a 
remote Flexowriter as a by-product of 
the preparation of the original document. 
Since the functions of the remote ma- 
chine are under the control of the local 
operator, a message can be sent to an 
unattended machine. The sending ma- 
chine can prepare a form of one sort, 


while the receiving machine prepares 
either a similar form or, if desired, a 
different one upon which additional data 
may be locally typed. Only informa- 
tion common to both forms needs to be 
transmitted between stations. An office 
need not tie up equipment used solely 
for inter-office communications. When 
not being used for remote typewriting, 
the Flexowriter FTM may be employed 
as a correspondence typing unit which, 
if equipped with tape punch and tape 


Your mail, manana! 


Does your office take a morning siesta, 


waiting for mail to be distributed? Losing 


payroll time? 


PB MailOpeners are muy pronto! That’s very fast. The 


electric LE model, for instance, trims a hairline edge off 


any kind or size of envelope—far faster than hand-slitting. 
Saves those precious minutes of working time! 

All MailOpeners, electric or manual, are built to postage 
meter precision standards. See, sefior! Ask the nearest PB 
office for a demonstration. Or write for free booklet. 

PITNEY-BOWES, INc., 3403 Pacific St., Stamford, 


Conn. Originators of the postage meter, 93 offices in the 
U.S. and Canada. 


FREE: Handy wall chart of Postal Rates for all 
classes of mail, with parcel post map and zone finder. 


= PITNEY-BOWES 
2 MAILOPENER 


are. 
‘juni 
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Like 
Romeo 


goes with Juliet... 


RIBBONS 


go with 


CARBONS 


You need 
WRITE - MASTER 
Ribbons to give 
you clean, crisp, 
executive - look - 
ing letters. Made 
of fine woven, 
exceptionally 
soft cloth, 
WRITE - MASTER 
produces beau- 
tiful impres- 
sions. Lasts 
longer, too, be- 
cause each ribbon is two full yards longer 
than ordinary ribbons. 


You need WriTE-MASsTER Carbons for 
clear, sharp, permanent copies. You will 
appreciate their cleanliness and ease-of- 
handling. 


Be happy. Go modern. Buy WRiTE-MASTER. 


PEERLESS IMPERIAL CO., Inc. 


General Office and Factory 

28 Peerless Place, Newark 5, New Jersey 
N.Y. Office : 13, 110 Franklin St. © Chicago 2, 179 W. Washington St 
Detroit 18, 37 Linden St., River Rouge, Michigan j 


reader, provides all the facilities for 


standard automatic typing. 


WATER COOLERS 
Air Conditioning Div., General Electric 
Co., 5 Lawrence St., Bloomfield, N. J., 
makes the Diamond Anniversary line of 
water coolers in which utility and beauty 
distinctive 
front apron of the anti-splash basin pro 


have been combined. The 
tects the cabinet from water drips during 
drinking, while the tapered design of the 
front panel and the curved, wide pedal 
Stvled 


modern office and 


avoids seuffing of shoes. smart 


enough for the most 
sturdy enough for rugged industrial use. 
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The soft gray color of the cabinet’s ham 
finish blends with any interior. 
$1” high, 14144” wide, 
deep, floor 
than Bubbler 
guard is built as part of the top piece, 
eliminating the need for separate in- 
stallation. Stainless steel top is electro 
polished and more resistant to finger 
marks than ordinary stainless steel. 
Louvered front panel snaps off for quick 


mered 
Cabinet measures 
12%" 


space 


requiring 30% less 


previous models. 
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THE EASY way 
1Kom >) 1-910) f 
OLD PAPERS _} 


The new “Silver Executive” Paper Shredder destroys confi- 
dential papers, obsolete records completely . . . quickly! 
Machine is typewriter-size, neat, compact and portable— 
safe and easy to operate. Shreds paper into 1/4” strips . . 

makes wonderful packing material. 


Write today for complete details and 10-DAY FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


103 MILL STREET : SALEM, OHIO 


BIND YOUR OWN 


SHEETS or BOOKLETS 
with the NEW improved 
TAUBER-TUBE PLASTIC BINDING KIT 


Plastic bind any typed or printed TAUBER-TUBE 
reports, presentations and photo- 
graphs in seconds. Bind right at A() 


your own desk at practically no 
cost. PERMANENT 


$ 90 The Tauber Plastic Binding 
2 Kit consists of a beautiful 





rc, B. punching machine and over 
150 eclorful Tauber Plastic 
Tubes. 


FOUR WEEK MONEY-BACK 
GUARANTEE 


TAUBER PLASTICS, Inc. 


200-0 HUDSON ST., NEW YORK 13, N. Y. 
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There’s a Need for a M:1°)'4:0°) Ib 
: PRODUCT 


A a 
Pb in your business 
Make a note now to write Joe Davis, sales manager, for the name of your 


Borroughs dealer, who will tell you and show you the many features of 
Borroughs Products ... how they will economically fit into your business. 








STORAGE CABINETS 


with sliding doors and sliding shelves 
LIBRARY SHELVING 
Here’s a Borroughs unit that’s the best space 
saver you've ever seen. Takes the place of 
the old-fashioned, swing-door, space-eater cab- 
inet. Units are 38’ wide, and are available 
in heights of 42” and 78”, and depths of 12” 
and 18”. Ball bearing sliding doors, removable 
in 3 seconds ... sliding shelves, adjustable 
without bolting. 


PRODUCTS BOOKCASES & STORAGE UNITS 





BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3002 NORTH BURDICK ait KALAMAZOO, MICHIGAN 
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access to interior of the unit. All the 
mechanism and controls are readily avail- 
able for maintenance and adjustment. 
Eight different settings provide a wide 
range of water temperatures. Once set, 
the non-squirt bubbler stream, which is 
easily adjusted from the front without 
taking the top off, delivers a stream of 
cool water at the correct height each 
time. Motor compressor, completely 
sealed in steel, is the same dependable 
unit used in G-E refrigerators. The sealed 
refrigerant system carries a five year 
warranty. Water connections are stand- 
ard and no adjustment in plumbing is 
required to hook up this cooler when it 
replaces an old model. Ten models are 
available ranging in capacity from 4 to 
20 gallons and including bottle coolers 
which have a recessed faucet and a hid- 
den waste receptacle. 


TAPE RECORDER 


DuKane Corp., St. Charles, Ill., makes 
the DuKane Tru-Fidelity Tape Recorder 
which has a@ minimum of moving parts 
and is of rigid, heavy-duty construction. 
It has dual track at two speeds, 744” and 
3%” per second with a fast forward of 


100 seconds and rewind at 80 seconds 
for 7” reels. Other features include single 
tape motion selector, keyboard facility 
selector, tape counter, positive safety 
erase, Magic Eye recording level indica- 
tor, tape copying facility, separate inputs 
for microphone, radio and phonograph, 


easy servicing, rack or custom mounting, | 
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“332” All-Purpose Favorite 


voavenettl! 


—_ 


Perfect for | 
all office jobs on 


MIMEO and 
SULPHITE 


because 


® Very black, excellent all-purpose 
ink 

@ Uniform jobs on open or closed 
cylinders 


® Laboratory controlled for all 
climates 


@ Will not clog cylinders or pads 
® Safe for all stencils 


Write for name of nearest jobber! 


INK SPECIALTIES CO., INC. 


523 N. HALSTED ST., CHICAGO 272, ILL 





A PEDIGREED BAND 


Cas) ger prow 
od teaseteping) EMM | er DELIVERY 


tS aoven p 


OUTSTRETCH .. . OUTLAST ‘ OUT 
Conforms to Federal Specifications 


PLYMOUTH RUBBER COMPANY, .Canton, Mass. 


CLIX 


1-HOLE 
CLIX PAPER 


3-HOLE PAPER PUNCH | PUNCH 


Simplest, surest paper punch made. Punches Personal paper 
all 3 holes for 3-ring binder sheets at a single punch for indi- 
squeeze. No adjustments to make, no gauges viduals, home, 
to set, no places to mark. Insert sheets and office and industry. Light pressure of thumb 
squeeze! Weighs less than 16 ounces; fits punches clean 4” hole instantly in paper, light 
brief case or desk drawer. $3.75 list. cardboard, etc. Ideal for punching tickets, tags, 


restaurant checks. 24 in counter 
DEL 3..P hes 3 holes .- : s 
oot te. pabiiney or ae ieaaice . display carton. 50 cent list. 


ters, 4%" from back binding MODEL 100... Punches \" 


edge — standard spacing a hole, 4%" trom binding edge. 
11" x 84" sheets. PAPER PUNCH 


Order from your Stationer or Office Supply Dealer 
NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 
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separate treble and bass controls, public 
address system, 74% watt amplifier, head- 
phone monitoring and 6” x 9” matched 
dynamic power speaker. It weighs 39 
lbs., operates on 105-125 volts, 60 cycle 
AC, eosts $299.50, 


BINDING KIT 

Tauber Plastics, Ine., 200-0 Hudson 
St., New York 13, N. Y., makes the Super 
Deluxe Double Duty 4-hole plastie bind 
ing kit which comes complete with 150 
red, white and blue Tauber Tubes in 
sizes from 3/16” to 1” inside diameter. 
The user can quickly bind sheets to 
gether in looseleaf style or permanently. 


The punch is cold rolled steel on an at 
tractive plastic base which also holds the 
binding tubes protected by a clear plas 
tic disk. Operation of the kit to produce 
bound booklets is simple and ean be ae- 
complished by anyone. The above 4-hole 
punch sells for $29.90 and there is a De- 
luxe 3-hole model for $16.90, a Deluxe 
2-hole model for $11.90 and an Economy 
”-hole model for $7.90. Full information 
on all kits can be had from above ad- 


~ dress. 


CALCULATOR SERVICING 

Chicago Adding Machine Service, 537 
S. Dearborn St., Chicago 5, Ill., has for 
15 years specialized in the repair and 
overhaul of Comptometers and other cal- 
culating machines for dealers who need 
not do this specialized work in their own 
shops. On overhaul jobs, machine is torn 
down, thoroughly cleaned, worn and 
broken parts are replaced, and a 
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City-type 


Prospecting 











PROSPECT 





























Thar’s gold in them thar offices . . 
for the stationery salesman making the 
calls .. . or the purchasing agent read- 


ing this ad, 


Most P.A.’s are prospects when im- 
proved efficiency can result from a pur- 
chase . . . and that’s why the rew 
“P & P” (press and peel) adhesive- 
edged carbon paper is an_ interesting 


item! 


It’s enthusiastic use in the accounting 
and payroll departments for journal 
posting, inventories, etc., makes 


“P & P” worth knowing about. 


All the facts, some samples and no obli- 


gation are yours for the asking. 


General Others & Plant 


U. S. TYPEWRITER RIBBON MFG. CO 
621-623 CHERRY STREET 
PHILA. 6, PENNA 
Established 1 





Another great STURGIS achievement: 
Steel office chairs that are 


=-=--—---~ SS-10V0N ------- 
On uneven floors 


thanks to this amazing 


Wer lass Base 
No matter how uneven the floor, the remark- 
able flexing characteristics of this fiber glass 
base are such that your weight keeps all four 
casters firmly on the floor. This is one of sev- 
eral amazing features of this new base. Its 
durability is almost unbelievable. No amount 
of office abuse will dent, deform or disfigure 
it. All the maintenance it will ever need is a 
wipe with a cloth. 


Your Sturgis dealer is now showing both 
executive and stenographic chairs with fiber 
glass bases. What’s more, these chairs may 
be selected with the visible steel parts fin- 
ished in STURLON®, the extraordinary 
new finish which has 10 to 20 times the abra- 
sion resistance of other finishes, is warm to 
the touch and is non-corrosive. You can’t 
beat that combination! 


POSTURE CHAIRS 


Se 


Smart, beautiful patterns 


The glass fiber formations 
produce a pattern of dis- 


tinctive beauty introduc- 
ing a brand new decorative 
note into office chairs. 





The sound deadening char- 
acteristic of fiber glass 
insures vittually noiseless 
movement of the chair, even 
on rough and uneven floors. 





Cures “foot-trouble” 


Office’workers are prone to 
inflict scars and scuffs on 
chan bases. But a fiber 
glass base is a sure cure for 
this sort of ‘foot trouble’. 





No refinishing—ever! 


Drop a chair or bang one 
against another — nothing 
will dent, deform or disfig- 
ure this fiber glass base and 
a wipe with a cloth will 
make it look like new. 


THE STURGIS POSTURE CHAIR COMPANY « STURGIS, MICHIGAN 


For complete information and the name of your nearest dealer, 
Write to The Sturgis Posture Chair Company, General Sales Office, 154 East Erie Street, Chicago 11, Illinois 





reinforcement key plate is_ installed 
out of sight. This plate takes up 
the wear in the keys and allows ma- 
chine to operate smoothly and easily. 
Keyplate, front plate and case are re- 
finished and all nickeled parts re- 
nickeled. Worn keytops are replaced and 
new rubber feet installed. Machine is 
assembled, adjusted and inspected by 


mechanies with over 25 years experience, 


Further in- 
above ad- 


and guaranteed six months. 
formation and 
dress. 


prices from 


VERTICAL FILES 


Dolin Metal Products, Ine., 315 Lex- 
ington Ave., Brooklyn 16, N. Y., makes 
the 3000 Series, 26144” deep, 2 and 4 
drawer active non-suspension filing cabi- 
nets equipped with matching brush 
aluminum hardware. Sturdy uprights 


supporting the roller tracks are of heavy 
gauge steel electrically welded to the 
cabinet to assure level drawer action at 
all times. Each drawer has four ball 
bearing rollers for smooth action, a posi- 
tive locking spring compressor and guide 
rod. The 2 and 4 drawer cabinets are 
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BI92E Electric Printing Calculator 


barrett 


TEN-KEY PRINTING CALCULATORS 





ADDING AND LISTING 
DIRECT SUBTRACTION 
MULTIPLICATION 
DIRECT DIVISION 
The two models shown here, the Barrett Electric BI92E 
and the Barrett Hand Model B192, are designed to save 
machine hours continuously—for years to come. Both 
have many exclusive features, precisioned by Monotype. 
Dials visible at all times and all calculations are shown 
on printed proof. Special Multiply Key, as easy and 
simple as adding. Transparent paper 
cutter for complete visibility. Items 

and totals up to 9,999,999.99. 


BARRETT ADDING 








MACHINE DIVISION 


Lanston Monotype Machine Company 
Twenty-fourth at Locust Street Philadelphia 3, Pa. 


B 192 Hand-Operated Printing Calculator 





Spirit MASTER UNITS 
or CARBON PAPER 


now IMPRINTED 


with your 
PRIVATE BRAND NAME 








AT NO ADDITIONAL COST 
OTHER THAN ART AND PLATES 


Duplicating carbons should produce the same 
number of sharp, clear copies every time. You 
can depend on the uniform high quality of 
Colonial carbons—because for years Colonial 
has specialized in the manufacture of spirit 
master units, spirit carbons, gelatin carbons 
and related duplicating supplies. Colonial 
carbons give longer runs, clearer copies, and 
above all, uniform results. 


Send us a sample of your imprint—a rough 
sketch will do—for quotations. 


CARBON COMPANY 
AL OFFICES e SKOKIE, ILL. 


112 


| leaves are each 14144” x 81%”, 


similiarly constructed except for the 
height of the files, the 2-drawer being 
desk high and the 4-drawer standard 52” 
height. Available in letter and legal 
sizes with green or gray baked enamel 
finish. Descriptive literature from above 
address, 


MACHINE STAND 

Maso Steel Products, 53 W. Jackson 
Blvd., Chicago 4, Ill., makes the Jet No. 
495 Stand designed to provide safe, 
strong support for standard size type 
writers, calculators, adding machines, 
ete. Stand is available with or without 
a handy letter size drawer. The smooth, 
all steel top of heavy gauge sheet steel 
with indented panels prevents machines 





from slipping or sliding when the stand 
is moved. The rolled edge, steel legs are 
snag and burr proof with no sharp edges 
and are gracefully curved to give added 
strength, beauty and more leg room for 
the The all steel, off-center 
brace increases strength and adds leg 
room. Drop leaves close or open with 
positive locking action in the up or down 
With drop leaves raised, the 
stand measures 1444” x 35” x 27” high. 
With leaves lowered, 144%” x 18”. Drop 
Choice of 


operator. 


position. 
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Do you 
have the Answers 
to these Questions? 


@ What are the latest developments in 
punched-card accounting machines? 


@ For what functions are other companies 
using their punched-card equipment ? 


@ Are we using our equipment as effectively 
as possible for each function? 


Many of the answers to these and other 
pertinent questions will be found in... 


Vol. 2,"The Punched Card Annual” 


Completely NEW , from Cover to Cover! 


Over 200 pages packed full of valuable infor- 
mation for everyone engaged in punched- 
card machine accounting, authored by 
outstanding authorities. Many tips on 
tabulating, forms, accessory equipment 
and short cuts to more efficient operation. 





Examine FREE for 10 days 


After this period if you agree it is of 
value to you and your company remit 
$6.00 plus postage or return the copy 
without obligation. 


Send for your copy, TODAY! 





The Punched Card 


Greeks t 
ging paca “" 


pon <t Whidon Roberta Snanar 
en \ 

crn | GCE Glo 

Slow NEWARK, US & 


Sli ics. 


Soft, smooth, pliable eraser in attractive green 
color for pencil erasures and cleaning work. 
Features the ‘“‘stubby’’ shape with beveled 
ends, For office, drafting, art, school and gen- 
eral use. (Large size, No. 441) 
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909 Francis Palms Bldg. 





Detroit 1, Mich 


W ue Greek writes Greek, there’s no mis- 
take from Alpha to Omega that can’t be swiftly 
smoothed away the best way —the story’s the 
same the world over: Weldon Roberts Erasers 
Correct Mistakes in Any Language. People 
everywhere praise them — buy them. Don’t be 
without these finest erasing results. Buy Wel- 
don Roberts Erasers, in styles to suit your own 
particular erasing needs, at your stationer’s. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Ave., Newark 7, N. J. 
World's Foremost Eraser Specialists 





Sell more 
with 
“flying” figures 


Even on the long distance telephone you can 
give speedy answers — price calculations, quotations, 
estimates — with Facit, the fully automatic 
Swedish calculator. Facit computes 5 to 10 times 
faster than other methods. Your answers come 

in “flying” figures, just when you need 

them. And anyone can learn to 

4 calculate in 15 minutes thanks to 

LG Facit’s revolutionary 10-key 
ANY system. Besides — you can 
\ / \ operate the Facit with one 
hand, leaving the other 

free for the phone or 
making notes. 
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~ 
~, 
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’ ooo cee n5t, 
‘ —— ¢ ” 
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Calculate with one band. 
Write with the other. 


CALCULATOR 


MADE IN SWEDEN WORLD'S MOST EXPORTED CALCULATOR 


FACIT INC., 500 FIFTH AVE., NEW YORK 36, N. Y. 
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three baked enamel finishes: office gray, 
green or brown. Casters are free and 
easy rolling. The No. 495 is priced to re- 
tail at only $8.95; with drawer, $10.95. 


Assembly takes 12 bolts, a screwdriver | 


and about ten minutes time. Packed one 
to a carton, K. D., shipping weight 16 
lbs. and may be shipped parcel post. 
Prices f.0.b. factory. 


INSECTICIDE VAPORIZER 


Columbia Chemical Co., 154 E. Erie 
St., Chieago 11, Tl, announces that the 
addition of their Metho-Nox to Lindane 
eliminates all erystalization and provides 
an insecticide which can be safely used 
in offices, food establishments, ete. A 
major difficulty in effective insect con- 


trol with vaporizing units was the 


elimination of Lindane erystallization 
which occurs in the bowl of the machine, 
reducing insect killing efficiency and 
creating a cleaning problem for the user. 
Metho-Nox, a derivative of Methoxy- 
chlor (designated as ‘‘one of the safest 
insecticides’’ by the U. 8S. Food & Drug 
Administration, Division of Pharmacol- 
ogy) has been tested by leading mid- 
western laboratories and found 100% 
effective and non-toxic in insect killing. 
The complete reports are available for 
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ff the most advanced 





ff Machine 
Posting 
Equipment 








iS NOW A REALITY! 


Simplicity, economy and efficiency make 
Alpa posting equipment the most advanced. 
Alpa trays hold sheets in the ideal position 
without the expense or inconvenience 
of tabs (tabbing and offsetting can be 
used if desired). Sheets cannot slip. 
Each tray safely holds 750 sheets plus 
, guides. Simple release mechanism enables 
the operator to open and close tray 
with minimum effort. 
Alpa stands  - 
, are adjustable 
in height, 
revolve for best 
working position, 
' cannot tip over. 
Alpa quides are 
; made of strong, 
; light plastic to 
| resist bending or 
| breaking. Alpa mobile 
} cabinets can be 
effortlessly wheeled about 
while firmly holding 6 or 9 
full trays. Write for illus- 
trated literature and 
compare Alpa machine 
posting equipment's design, 
price and efficiency 
with any other. 
Dealer inquiries 
invited. 


A eal et SO esis: em 


| Manufactured by 


Ana Plastic Ads SL 


262 Portobello Road, London. W.11, England 
U. S. Distributor: 


| Douglas Du Lac, 45 Prospect Place, New York 17 
| While we specialize in making equipment to cus- 


tomer’s individual specifications, standard sizes 


| arégalways available. Delivery within 4-6 weeks 
| from receipt of order. 





HERE'S A FAST TURNOVER 
PROFITABLE ITEM! 


INDTANA 


“UNDER-COUNTER" CASH DRAWER 


Every Dealer Should 
Display One for 
Quick Sales! 


Suggested Retail 
Price $26.50 


MODEL V1 plus freight 


REGULAR DEALER DISCOUNT 


Overall Dimensions—183¢” x 14-11/16” x 4'/2” high. 


5 coin tills. 5 currency compartments—equipped with 
bill weights. High-grade disc tumbler lock. Warning 
gong rings each time drawer is opened. Made of kiln- 
dried indiana Hardwood. Drawer is easy action—4 roller 
mechanism. 2 finishes—Office Gray and Natural ( Bass- 
wood). Drawer finish—Natural high grade lacquer. 
Packed in fibre-board carton. Shipping weight: Approx. 
19 Ibs. 


USE THIS HANDY ORDER BLANK 

FOR ORDERING SAMPLE 
INDIANA CASH DRAWER CO. 
SHELBYVILLE, IND. 


Please ship Indiana Model Vi—''Under- 
Counter’’ Cash Drawers, @ $26.50 f.0.b. Shelby- 
ville, Ind. Less Dealer Discount. 


Finish 

DEALER 

STREET ADDRESS 
CITY 

SIGNED BY 


Open account to rated firms only—send refer- 
ences if not rated. 


ZONE STATE 


116 





inspection. With the development of 
Metho-Nox, Columbia engineers designed 


| a Vaporizer tor homes, small offices, etc., 


called the Columbia Portable Model In- 
secticider. It has accepted by 
many health departments throughout the 


been 


| country and can be also used for fumi- 
| gation, 


providing the instructions for 
this type of insect control are followed 
according to the U. 8. Dept. of Agricul 
ture regulations. 


MACHINE ACCOUNTING CARDS 

Efficiency Aids, 8114 N. 
Skokie, Ill., has added two 
card sizes to its line of Magne-Dex ac- 
counting records. These are available in 
buff and are 64” wide by 10” high, and 
814” wide by 11” high. Designed as 


Business 
Lawndale, 


ledger cards for bookkeeping machines, 


| the smaller size is particularly adapted 
| for use with Burroughs Sensimatic ma- 


chines and the larger size is popularly 
used for many machine applications. 
Magne-Dex cards contain two tiny strips 
of metal at the top of either side and be- 
come magnetized when placed in the 
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Magne-Dex tray. When a tab is pulled 
back, the magnetism separates the cards 
and allows the operator to see headings 
of 15 cards at a glance. Full information 


from above address, 


STENCIL DUPLICATOR 
Rex-Rotary Distributing Corp., 19} 
West 31st St., New York 1, N. Y., an- | 
nounces that the heavy duty Rex-Rotary 
D270H hand operated stencil duplicator 
has been reduced in price from $320 to 
$275. This 


duplicator offers precision 


registration and has an automatie paper | 
tray accommodating a full ream of 20-Ib. | 


paper. Colors ean be changed without | 


changing drums and its positive paper 
feed takes all stock from airmail to card, 
as well as folded sheets, in sizes from 3” 
x 15” with printing width of 
814”. It also has automatic counter which 
paper feed run is | 
finished. Height, margins and printing 
angle are easy to adjust. 


, 


x 3” to 9” 


stops when desired 


Since machine 
uses paste inks, leaking and clogging are 
eliminated because a silk screen is used. 


FILING EQUIPMENT 

Steel Equipment 6600 
Hasbrook Ave., Philadelphia 11, Pa., of- 
fers their free 56-page catalog illustrat- 
ing and describing their line of A-Grade 
metal office equipment. In it are included 
two, three, four, and five drawer vertical 
filing cabinets of every type. 


Peerless Co., 


Dimension 
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The Lowest Priced Mechanical | 
Addresser 


Model 25 
$24.50 


(Plus Fed. Tax 
and Supplies) 


One Model of a Complete Line 


A Leader in VALUE for 5 Years 


In 1948, Master Addresser originated and intro 
duced a NEW PRODUCT for sale through office 
supply dealers—the Model 25 spirit-type addresser 
It is one of the very few NEW inventions to be 
placed on the market within recent years, and 
fast became a staple item in dealers’ 
throughout the United States. 


stores 


This spirit-type addresser is providing office supply 
dealers with a new source of business, and in ad 
dition, provides a lucrative REPEAT BUSINESS 
through the sale of addresser supplies. As it was 
in 1948, the Model 25 is still today the LOWEST 
COST Mechanical 
holds 500 names on an address roll 


addresser on the market that 


Since its introduction, Master Addtessers have 
been one of the few office machines that could 
successfully be sold as an OVER THE COUNTER 
ITEM by office supply dealers 


A planned program of continuous national adver 
tising and dealer merchandising aids support all 
Master Addresser products 


foidsier rhddoewee C2 


6500-0 West Lake St. Minneapolis 16, Minnesota 


Please send circular and name of nearest dealer 
Name 
Address 





™ = MrDealer... 


Could you win new customers by talking 
“halftone reproduction” on a stencil duplicator? 
or 25 second color change? 
or automatic inking control? 
or print without slipsheeting? 


thats the Gam way ! 


Do you want a duplicator line that offers a 
competitively priced, custom-built, internationally 
famous machine that’s second to none? 


- + Gump has it! 


Do you wont a duplicator line that offers you 
prompt delivery of all models, parts and supplies 
from New York headquarters? 


RONES has it! 


Do you want a duplicator line that offers you 
factory trained representatives to assist with sales, 
merchandising and service problems? 


-- @aup does it! 


For these and other RONEO features 
write for your copy of “Mimeograph- 
ing Without Stencil Cutting”. 


"445 WEST S7th STREET, NEW YORK 19, N. Y. 
Exclusiv Roneo Mimeo Mochines 











tables are given with contents arranged 
for quick and easy selection. 


FOLDING TABLE 
Emeco Corp., Hanover, Pa., makes the 
Portility folding aluminum table which 
is 24” wide and 60” long. It folds to 24” 


x 30”, has a handle for easy carrying and 
weighs less than 20 lbs. The top is rein- 
forced to provide a strong work surface. 
Full information from above address. 


POSTURE CHAIRS 


Cramer Posture Chair .Co., 1205 
Charlotte, Kansas City 6, Mo., offers a 


UTILITY SERIES 
ana ECONOMY SERIES 


POSTURE CHAIRS 








free illustrated brochure on the Cramer 
Utility and Economy line of Posture 
Chairs. Included are full specifications 
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and prices on a dozen office swivel 
models, with and without arms. All offer 
posture adjustments for seat height and 
depth, and back height. Prices on the 
Economy line begin at $29.50. All chairs 
are durably constructed and unencum- 
bered by non-functioning parts. 


BOOK ON TABULATING 


The Punched Card, 509 Franeis Palms 
Bldg., Detroit 1, Mich., offers Vol. 2 of 
‘*The Punched Card’’ on free 10-day ex- 


amination. This edition has over 200 


pages, 844”x11”, with illustrated articles 


muiGatal 


) CARD sw 


by tabulating personnel in many lines of 
business, describing functions performed 
by all makes of punched card equipment. 
Included are new tabulating ideas, im- 
proved applications, complex panel wir- 
ing diagrams, forms and charts. The 
book sells for $6 a copy plus postage. 


COMPUTER-TAPE MECHANISM 


Raytheon Mfg. Co., 148 California St., 
Newton 58, Mass., offers a free brochure 
describing electronic computer magnetic 
tape handling mechanisms which operate 
on 100-125 v., 60-eyele single phase A.C. 
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the incomparable 


addo-x 


ten key adding machine 


Write for 
literature or 
name of nearest dealer. 


Silent speed, feather-touch action . . . new 
symmetric keyboard . . . precision-built and 
streamlined appeal—outstanding features that 
have made ADDO-X adding machines the 
overwhelming choice of all types of busi- 
nesses. Vibration-proof suspension isolates the 
mechanism from the cover . . . insures quiet, 
smooth operation. The new ADDO-X is unsur- 


passed for speed, accuracy and dependability. 


ADDO MACHINE COMPANY INC 
145 West 57th Street, New York 19, N.Y 
Exclusive U. §S. Distributors for Addo-X Adding 
Machines—Roneo Mimeo Machines 
Multo Calculators 





KEY TO MOTOR DEPENDABILITY 
IN BUSINESS MACHINES... 


Special engineering is the key to motor depend- 

ability in business machines... because it assures 

the exact mechanical and electrical requirements for 

the application. This is one of the reasons why more and 

more designers of leading business machines are turning 

to Lamb Electric Motors, which are all specially engineered. 


The Lamb Electric Company, Kent, Ohio 


In Canada: Lamb Electric—Division of Sangamo Company Ltd.—Leaside, Ontario 


zane Chess 
sreciat areication MOTORS 


FRACTIONAL HORSEPOWER 








ONLY ZREX- QROTAR HAS 


COMPLETELY AUTOMATIC 
PRE-MEASURED INKING 


It’s exclusive with the revolutionar 
Rex-Rotary 0270 an ink nee 
ridge is inserted, g dial set for the 
degree of inking, and the machine 
needs no further attention. . all 
copies come out perfectly and uni. 
formly printed... no more under. 
or over-inked copies . - re-inking 
not necessary ..a bell announces 
when it’s time to insert oa new 
cartridge, 


with printing Press precision, on 
large sheets or small cards, the 
beautiful steel grey Rex-Rot 
eh cacte Multi-Color D270 does a fast job in any 
c 


-.. better, cl : 
STENCIL  PoReoaiene taeda 
DUPLICATOR other machine y 


- 
Rex-Rotory Distributing Corp. 19 W. 3) St, New Tork 1, 07 
Let me hove more information about the new Rex Rotory 0270 duplicator ond 4 


the nome of my nearest distributor 


Name 
5s 


Rex-Rorary ee Ra 
Distr. Corp. - 19 W. 31, New York « WI 7-4927 ial eee eae 
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and cost $10,800 complete fob above; 
one-year delivery. 


CALCULATOR 


Curta Calculator Co., 3851 W. Madison 
St., Chicago 24, IL, offers a larger model 
Curta Calculator with capacity of 11 x 8 
x 15 digits. Made by German and Swiss 


technicians, the added capacity was 


achieved with little sacrifice in weight 
since the Curta Model IT easily fits the 
hand and weighs only 12 ozs. It is all 
metal, fully guaranteed and designed for 
work in the field or office. Full informa- 
tion from above address. 


SEND FOR C/RCOULARS aire 
AND P/SCOUNTS Gi 


EXPORT SPECIALTIES CO. 


BOX 401 ¢ POF 
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$65.00 


plus $3.90 
Federal Tax. 








— 


Acpress-R Jr. 


METAL PLATE 
ADDRESSING MACHINE 

that prints thru a ribbon. The most practical 

of all types. Up to 1000 impressions per hour. 


3-line embossed plates 5c each. 
Mail orders filled in 48 hours. 


A GREAT TIME SAVER 
made by 
NETTLE MANUFACTURING CO. 


27 Huntington Ave. Boston 16, Mass. 
Send for circular ‘'E'’ and 10 day free trial offer. 











Substantially Reduces 


NOISE 
of Keyboard Graphotypes 


SOUNTROL Noise Reducing Hoods, the re- 
sult of many years’ research by acoustic 
engineers, protect workers from tiring 
noise—increase production and work ac- 
curacy. Your raphotypes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved. SOUNTROL Noise Reducing 
Hoods do not increase floorspace, retard 
ventilation nor interfere with machine serv- 
icing. Write for full information today! 


JARDIN ASSOCIATES, INC. 
75 Maiden Lane, New York 7, N.Y. 

















IASA Officers 


The Insurance Ac- 
counting & Statisti- 
eal Assn. elected 
the following officers 
at its annual con- 
ference last month: 
Albert H. 
Lumbermens Mu- 
tual Insurance Co., 
Mansfield, Ohio, is 
president. Vice 
presidents are: 
life—Rodney Wilcox, 
eral Life Insurance casualty—J. 
B. Claney, Royal Liverpool Insurance 
Group; fire—Paul Otteson, Federal Mu- 
tual Implement & Hardware Insurance 
Co.; accident-health—Robert B. Savage, 
Wisconsin National Life Insurance Co. 
Retiring president Dudley Pruitt, Gen- 
eral Accident Fire & Life Assurance 
Corp., is board chairman. IASA has a 
membership of 575 companies of which 
1,490 representatives attended this con- 
ference. 


Benson, 


Albert H. Benson 
Connecticut Gen- 


Co.; 


ACS Reproduction Speakers 


Authorities on the preparation, repro- 
duction and use of technical information 
who will describe the newest methods 
and equipment in a symposium sponsored 
by American Chemical Society’s Division 
of Chemical Literature at their 124th 
national meeting in Chicago Sept. 7-11, 
were announced by Robert S. Casey, 
W. A. Sheaffer Pen Co., who is chairman 
of the division. They include H. R. 
Luck, Shell Development Emery- 
ville, Calif.; Charles Zerwerkh Jr., Hum- 
ble Oil & Refining Corp., Baytown, Tex.; 
H. W. Ballou, Columbia University, New 
York; Frank Smith, General Motors 


Co., 
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Corp., Detroit; M. P. Doss, Texas ‘Co., 
New York; L. C. Stork, American Pe 
troleum Institute, New York; George G. 
Taylor, American Chemical Society, 
Washington, D. C.; B. H. Weil, Ethyl 
Corp., Detroit; R. 8S. Bonnell and I. C. 
Rice, Standard Oil Development Co., 
Bayway, N. J.; R. C. MeMaster, Batelle 
Memorial Institute, Ohio; 
Charles A. Burkhard, General Electric 
Co., Schenectady, N. Y.; France A. Lan- 
Dow Midland, Mich. 
There also will be an exhibit of equip- 
ment. 


Columbus, 


dee, Chemical Co., 


CIA Annual Meeting 

The 22nd annual meeting of the Con- 
trollers Institute of America will be 
held Sept. 27-30 at the Hotel Statler, 
Boston. Robert N. Wallis, assistant 
treasurer, Dennison Mfg. Co., is general 
chairman of the and Fred- 
erick L. Patton, president, Cam- 
bridge Rubber Co., is general vice chair- 
man, 


convention 
vice 


Conference secretary is Henry C. 
Merriam, controller, Allied Kid Co. The 
Boston Control will be host to 800 or 
more controllers from 49 
in the U. S. and Canada. 


NACA 1954. Conference 


National Assn. of Cost Accountants 
will hold its 35th annual conference at 
the Conrad Hilton Hotel, Chicago, June 
13-17, 1954. 


local controls 


National Conference 
& Exhibit Calendar 


National Secretaries Assn., 
Hotel, Seattle, July 15-18. 
National Business Forms Associates, 
Edgewater Beach Hotel, Chicago, Sept. 

2-6. 


Olympic 


(Continued on page 125) 
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PRE-TESTED BUSINESS PAPERS 


Next time you need amy type of business paper, ask 





~your printer or paper merchant to show you the 


famous Nekoosa line. Pre-testing assures satisfactory 
performance—-and you will be just as pleased with 


the wide variety of colors and sizes available. 


Nekoosa Bond 
Nekoosa Ledger 
Nekoosa Mirneo 
Nekoosa Duplicator 
Nekoosa Manifold 


NEKOOSA-EDWARDS PAPER CO. 
PORT EDWARDS, WISCONSIN 
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FOUR WAYS IMPROVED | 


; 


NEW full-length sure- 
grip rubber base won't 
slip on smoothest surfaces! 


edge, improved design 
supply extra finger space! 


® 


ee pan 
NEW slide-in cutting 
knife stays sharp, can be 
replaced in 5 seconds! 


— 
NEW rounded modern 
styling features chip-proof 
finish in lustrous gray! 


The new “Scotch” Brand 
Deluxe Desk Dispenser 





EXTRA! 


Formula 


Your supplier now has New 
“Scotch” Cellophane Tape. 


Sticks 6 times tighter than ever before! 











ORDER YOUR NEW DELUXE DESK DISPENSERS AND 
ECONOMICAL 1296-INCH ROLLS OF NEW FORMULA 
“SCOTCH” CELLOPHANE TAPE . . . DO IT TODAY! 


SCOTCH cellophane Tape 


The term “Scotch” and the plaid design are registered trademarks for the more than 200 pressure sensitive adhesive tapes made 


in U.S.A. by Minnesota Mining & 


Mfg. Co., St. Paul 6, Minn 


also makers of “Scotch” Sound Recording ‘Tape, *‘Underseal’ 


Rubberized Coating, “Scotchlite’’ Reflective Sheeting, “Safety-Walk” Non-slip Surfacing, “3M” Abrasives, "3M" Adhesives 
New York 17, N. Y. In Canada: London, Ont., Can 


General Export: 122 E. 42nd St 
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(Continued from page 122) 


American Bankers Assn., 
D. C., Sept. 20-23. 

Life Office Management Assn., Nether- 
land Plaza, Hotel, Cincinnati, Sept. 
21-23. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 26-Oct. 1. 

Controllers Institute of America, Statler 
Hotel, Boston, Sept. 27-30. 

Insurance Accountants Assn., Bellevue- 
Stratford Hotel, Philadelphia, Oct. 14 
16. 

Systems & Procedures Assn. of America, 
Sheraton Hotel, Chicago, Oct. 19-21. 

American Institute of Accountants, 
Palmer House, Chicago, Oct. 19-22. 

National Assn. of Bank Auditors & Con- 
trollers, Roosevelt Hotel, New York, 
Oct. 19-22. 

National Business Show, Grand Central 
Palace, New York, Oct. 19-24. 

Industrial Management Society Time & 
Motion Clinic, Sheraton Hotel, Chi 
cago, Nov. 4-6. 

National Institute of Governmental Pur- 
chasing, Netherland Plaza Hotel, Cin 
cinnati, Nov. 8-11. 


Washington, 


Elgin National 
Watch Co. gives a 
16-Saturday office 
machine course to 
the ten top Elgin, 
lll, high school 
commerce seniors. 
Here Marguerite 
Schaffter, stenogra- 
phic department 
manager, _ instructs 
Marianne Boswell, 
Shirley Suda and 
Betty Pluss in the 
operation of an 
Auto-Typist. 
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Systems Analysis 


(Continued from page 44) 


greater saving than the “not too perfect” 
posting to the bin control cards by the 
janitors. An occasional inspection by 
the store supervisor eliminates any im- 
portant shortage. Relocation of items 
by their importance in activities has per- 
mitted better use of storeroom space. 
Posting the inventory cards was also 
simplified by posting only the allocation 
of material and eliminating the posting 
of the actual withdrawal from stock 
after the release of the order to the pro- 
duction department. In faet a second 
allocation for the same number of units 
cannot be made as the merchandise is 
not available for all practical purposes. 
In posting certain repetitive assemblies 
it was found advisable to control all 
parts of the assembly on one eard to 
simplify withdrawal by posting all ecom- 
ponent parts as a unit. With this 
method, as many as 15 different items 
can be posted as one unit, providing 
that none of these component parts 
were below a minimum acceptable for 














BOOKMASTER ,, axes 


copy work from large 
books faster, easier, 
more accurate. Aid to 
secretaries for lawyers, 
abstracters, libraries, ac- 
countants, all offices. 
Standad Model, $8.75, 
ppd. Special Model for 
books up to 20” wide, 
$11.75, ppd. FREE ten 
day trial. Send no mon- 
ey—mail your order to- 
day. Or, write for infor- 
mation. 


BOOKMASTER COMPANY 
First National Bank Bldg. Miami, Okla. 








SECURITY BRAND 


Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 


Mail Bags For Your 
Select Clientele 


WRITE FOR CIRCULAR 


32 MewhLIAMS ST 
FOND OV LAC, Ww 


——NOW ... YOU CAN MAKE——— 


DRY Photo COPIES 


of anything typed, written, printed or drawn 
IN YOUR OWN OFFICE 


with EXACT-PHOTE-COPY 


DRY PROCESS MACHINE 
Speedy @ Easy © Economical 
Prices start at $80.00 


Prin for literature on our 
y and wet process machines. 


GENERAL PHOTO PRODUCTS CO., Inc. 
CHATHAM, NEW JERSEY 








COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy ‘to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it, hen you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Made in 7 heights—2 widths. 
Send for — 52-0 and 


rices, 
1. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 








Chicago 40, ill. 





the entire group. 

Production orders bear six-digit num- 
bers but the last four do not repeat in 
any given month, therefore only the 
last four digits of a production order 
are posted. Logie and experience have 
shown that there are fewer transposi- 
tions of figures with four digits than 
with six. Furthermore, four can _ be 
written faster. One month prior to the 
taking of physical inventory, production 
authorizations are issued in duplicate 
and posted as usual, but for all work 
not yet assembled the duplicate produc- 
tion authorization is picked up at in- 
ventory time and re-entered as stock on 
hand to establish actual inventory from 
the available inventory posting. This 
permits the reconciliation of physical 
inventory with posted inventory. 

Some changes were made also in the 
accounting department. One type of 
bookkeeping machine was substituted by 
another type, made by the same manu- 
facturer, to accommodate certain pay- 
roll requirements. A simplified accounts 


receivable posting operation was adopted 
to eliminate the second pick-up, by post- 


ing the first pick-up directly opposite 
the old balanee. This visual check has 
proven faster and more aceurate than 
the double pick-up of the old balance 
practiced previously. A further saving 
was the elimination of a separate payroll 
summary for each employee by calculat- 
ing the gross pay directly on the time 
cards. 

Individual cost time ecards were used 
in the cost accounting operation. Ex- 
tensions were simplified by adopting 
whole dollar accounting. The job time 
cards are now filed by the last two termi- 
nal digits instead of fine-sorted by actual 
job numbers. A rough sort with a one- 
hundred division breakdown speeds in- 
filing of cost ecards. Upon completion of 
a job it is necessary to go to the termi- 
nal digit file and select the correct job 
time card from this section. This means 
that 15 eards have to be screened out of 
approximately 80 or 90 ecards. This 
selection is simply accomplished by pull- 
ing the card with the primary number 
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for the specific job which has been eom- 
pleted. While pulling the complete job 
takes slightly longer, the overall opera- 
tion is now twice as fast as the fine-sort- 
ing procedures. A breakdown of cost 
vards by work center is also speeded 
with the help of a sorter. Additional 
sorters were purchased for the recon- 
ciliation of bank checks and for filing 
correspondence and orders. 

Several changes were made in the 
office layout, some of them as minor as 
providing a straight aisle to the water- 
cooler; others as major as the adoption 
of five-drawer filing cabinets to save 
25% in floorspace. Better indexing of 
files and a new geographical breakdown 
for a job index file were among the 
improvements. Of all filing, 20% was 
eliminated by instructing personnel in 
general as to the correct papers to place 
in the file baskets and what to throw in 
the wastebaskets. 

In the personnel department, improve- 
ments were brought about by the re- 
arrangement of furniture and by estab- 
lishing an organization manual and or- 
ganization charts. A program for em- 
ployee training and work simplification 
‘is being considered at this moment. 

The purchasing department made 
some minor changes in office layout and 
are now adopting a handwritten order 
confirmation. The main purpose of the 
order confirmation is authorization to 
the accounting department for payment 
of merchandise purchased. To the ven- 
dor it is actually just another piece of 
paper without any value. A merchan- 
dise credit memorandum, also hand- 
written, was formerly typed. Routing 
of mail to the purchasing department 
was speeded by eliminating its perusal 
by an officer of the company who really 
did not have any great need for this in- 
formation. To Speed mail delivery, 
first class mail is distributed at once; 
pamphlets, catalogs and magazines are 
distributed on a second trip. 

None of these changes in procedure 
are new, none of them are radical, all of 
them are simply common sense. How- 
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RING UP MORE SALES / 


Olympia SM 3 DeLuxe Portable. 


INTER-CONTINENTAL TRADING CORP. 


90 








SrE this new machine and ex- 
exclusive features! 
Test it and be convinced. Check 


amine its 
the automatic paper feed, the 
automatic spring-release paper 
support, the paper bail that 
pulls way out to the front or 
swings back all the way. These 
are only a few of the exciusive 
features found only on the new 


WEST STREET NEW YORK 6, 


v. 





a 


\ 


ere comes 


Craton Stor!’ 


‘ WwW 
TOTALIA ... the 
sensational new 
10-key adding 
machine imported 
direct from Italy. 
ADDS! 
SUBTRACTS! 
MULTIPLIES! 
AC or DC cur- 
rent. 
ow exclusive 
features. 


Choice TOTALIA territories in Eastern U. S. 
now available to Distributors and Dealers. 


WIRE—WRITE—PHONE 


J. E. ALBRIGHT & CO. 


Sole Eastern U.S Sales Asency 


833 Broadway (13 St) N. Y. C. 
Algonquin 4-4828 


ViSIrecord, the world’s fastest visible record 
systems, hand tailored to your individual needs. 


For free systems survey, with no obligation, write 


ViSirecord, Inc. COPIAGUE, LONG ISLAND 


In Canada, ViS/irecord of Canada, Ltd. 
266 King Street, West Toronto |, Ont. 


ever, in our daily activities in business 
we form habits and get used to certain 
confining steps in our operations. It 
takes a re-analysis of whatever we do 
to find the little faults and correct them. 


Accounts Payable 


(Continued from page 58) 
voices is essentially the same as that for 
, merchandise, except that expense ledgers 
are inserted at the right in place of de- 
partmental purchase journals. Some 300- 
350 invoices a week are handled in two 
days or less on a third machine. Depart- 
ment managers get a carbon copy to 
check postings. The entire system was 
designed by the manager of Shillito’s 
accounts payable department. 

Saving $1,200 a year on torms was 
;accomplished for the most part in 
| voucher checks, which are now a two-part 

(instead of a three-part) form. Their 
| three-part carbonized voucher checks 
|had cost almest twice as much as the 
‘two-part form now used. The triplicate 
copy was needed to reconcile bank state- 


ments numerically. They no longer need 
this copy because checks are reconciled 


by date issued. A summary of checks 
written is sent to the controller’s office 
| which sets up an individual ledger card 
|showing the total amount of accounts 
/ payable checks drawn for that  par- 
| ticular day. 

The bank sends a statement to the eon- 
troller’s office every day. Checks are 
sorted according to the day written, 
| taped, and the totals deducted from the 
|respective ledger cards. Each iedger 
eard should come down to zero when all 
outstanding checks clear. If a check for 
any reason fails to show up within a 
|reasonable time, it is easy for someone 
to sort only that day to find the missing 
| check and the duplicate copy in the ac- 
|counts payable files. 
| No pre-listing or preparation is neces- 
|sary now. Posting and payment are 
| accomplished with a single handling of 
| all the paperwork involved. The work is 
| up-to-date, whereas there used to be a 
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SPOTLIGHT FOR ACT/OW 


WITH 


SIGNALS 
and MAPTACKS 


SEE YOUR OFFICE SUPPLY DEALER ' 


er B. Groff Co., Cambridge 40, Mass. 


\Z = 


selling! 


=A 


MODEL 200 


NUMBERING 
MACHINE . 


Finest all-purpose 
lever-type machine 
you can stock. De- 
signed for variable 
numbering... num- 
ber advances only 
when user presses 
lever. Write for 
price list, catalog. « 


; Bas 
OP Z 


Ta 


ZIG NICHOLS AVENUE, BROOKLYN 8,N.Y. 
SALES OFFICES NEW YORK, CHICAGO, SAN FRANCISCO, CANADA 
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"eres how it works." 


TyPad" 


cuts NOISE! 
on 





“ANDAL” TyPAD acts like a 
sound sponge . absorbs 
nerve-wracking clatter and 
vibration . reduces worker 
fatigue. A handsome decora- 
tor-fabric is inseparably 
meshed with 4-inch foamed 
latex to make a tough, long- 
wearing cushion without ex- 
cess bulk. Available in 43 
sizes, with dark green or gray 
fabric on green foam 
* Another “ANDAL” 


Foam-Fabric Achievement  \266-Aa ¥ 


ANDusws ALoemen 


COMPANY 


1168 Home Avenue * Akron 10, Ohio |. 





y 
Smeadks TELL-I-VISION 


Filing System...is tailor made for 
any Business whether it be 
Large or Small 


Div Viouai 


IND 
N 
us \NAme heats 


Neo! 
f mace ® 





PLASTIC 
TABS 
IN BRILLIANT 
COLORS 


Adding methine figures 
must be verified by original 
instruments from the files 
We say our system reduces filing time. 
Let us prove this. Write for free sam- 
ple guides and full data. DEPT. O 
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the sad story of the 


We could relate thousands of such cases 
where a small $9.00 check is raised to $90.00; 
$19.00 to $99.00. Can you afford to be care- 
less? Safeguard system of check protection 
is the one definite answer for you. 


Models H, K, Voucher and International 
available for your protection, Write today 
for ‘BE WISE” folder. 


SAFEGUARD CORP. 


LANSDALE, PA. 
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Two NCR Class 31 
accounting machines 
handle the entire 
merchandise ac- 
counts payable job 
at Shillito's in Cin- 
cinnati. A third ma- 
chine does all ex- 
pense work. 


backlog almost all the time. Overtime has 
been virtually eliminated, occurring only 
Trial balance differ- 


during holidays. 





54 LAFAYETTE ST., 


NEW ELECTRONIC HOT WAX PROCESS! 


SPOT CARBONIZING CAN MAKE 
MONEY FOR YOU TOO! 
Absolute register, non-smudge, perfect for all types of 
business forms—2 to 12 parts. Our modern plant is equipped to do the comolete job— 
printing, carbonizing and binding— or any part that you wish. Samples on request. 


NEW YORK 13 


ences are negligible and savings in forms 
and labor amount to approximately 
$7,000 a year. 





© WA 5-2121 





PROBLEMS 


3 PHON 


1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 


HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 

Write for Literature 
HUSH-A-PHONE 


65 Madison Ave. 
Room 710 


SOLVED——, 








New York 16 
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y CULATOR 


All Py od pee 

Models, 
Welte for our 
prices—today. 

F dies os s largest 
Rebuilders, of Caicu- 
lators.’ ’ This month’s 
LA5.-160, 

200, (00% Re- 


ISRAEL MEIZNER 
Mercury Business Machines Co., Inc 


900 Broadway (Corner 20th St.) New York 3 
GRamercy 7-0055 





ONY 


) 


NEWS of 
“0 the Industry 





Heads Rapid Roller Co. 
roe em The 
j rectors of 
toller Co. an- 
nounced the eleva- 
tion of Bernard P. 
Nilles to the presi- 
dency, succeeding 
the late David M. 
Rapport. Mr. Nilles 
joined the company 
in 1926 as account- 


board of di 


Rapid 


Bernard P. Nilles : 
ant and office man- 


ager but soon turned his attention to 
sales. As the grew and its 
salesmen increased, he became sales 
manager and, in 1949, the board of 
directors promoted him to vice president 
in charge of sales as recognition of his 
contribution to the 
ume. 


Markets Develop in U. S. 

Charles E. Hallen- 
borg has organized 
Copease Co., 270 
Park Ave., New 
York 17, to act as 
exclusive American 
importer and dis- 
tributor of the De 
Combi dry 
photocopy- 
ing machine. The 
Develop machine, 
invented by Dr. Walter Eisbein of Stutt 
gart, Germany, where headquarters and 
factory are located, has been actively 
and successfully marketed in many coun- 
tries of the world. Mr. Hallenborg was 
until recently executive vice president of 
Dictaphone Corp. In addition to estab 
lishing offices in numerous key 


business 


increased sales vol 


velop 


process 


Charles E. Hallenborg 


sales 
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cities of the U. S., he is marketing the 
Develop product in many areas through 
independent dealers. 


Ennis Sales Manager 

Garner Dunkerley 
executive vice 

Ennis 
Salesbook 
American 
Carbon Paper Mfg. 
Co. of Ennis, Texas, 
announced the ap- 
pointment of J. H. 
(Hubert) Marcia to 
the position of gen- 
eral manager 
for the Ennis companies, succeeding §. 
D. Denny who is now sales promotion 
manager. Mr. Marcia, native of Ennis, 
became associated with the companies in 
1936 when he opened the southeastern 
Ala. where he 
served as well known 
to dealers and jobbers in that territory. 


of.» 
president, 
Tag & 
Co. and 


J. H. Marcia 


sales 


branch at Birmingham, 


manager and is 


Ultra Machines Coming Here 
H. L. Barnhardt 


has been appointed 
general manager 
and direetor of 
sales for the Ultra 
Machines 
Tool 


Corp. of 


Business 
Div., Oerlikon 
& Arms 
America, Asheville, 
N. C., to introduce 
the Ultra line of 
10-key adding -eal- 
culating machines in this country next 
month. Mr. Barnhardt, who was Atlanta 
branch Underwood Corp. 


H. L Barnhardt 


manager for 
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Are you harboring the 
HIGH, “HIDDEN” EXPENSE 


of gathering papers by hand ? 


Most companies recognize the annoyance and confusion 
created by hand collating of papers. However, few 
really realize the fact that it is an item of 
considerable expense too! 
If any one of the scenes above 
take place in your company... 
you owe it to yourself to write 
for full facts on how a Thomas 
Collator can help you save 
time, save dollars and increase 
efficiency. 


FREE Learn how to g? I| 
save up to 70%. Write OmmaAs OVA tows 


for free collating analysis 


heet. P i S iali i i 
sain ee een creel 
ee ® New York 7, New York 


@eeeoeoeevoeoevoeeeeeeeeeeeeeeeeeeeveeeeeeeeeeeveeeees ee eee eeeeeeeeeee 
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CHURCH SCHOOL ADORESS.O- MUSIC STAFF 
REGULAR PLIO FILM BULLETIN BULLETIN LABEL DIE-IMPRESSED 


For the best in quality stencils it's Speed-O-Print’s Sovereign Brand. The uniformity 
maintained eliminates distortion of type characters and stylus work. Takes corrections quick 
and easy. The durability of Sovereign stencils assures thousands of clear, sharp copies. All 
ore accurately top-printed and sealed in moisture and oil-proof wrapper for protection. The 
non-glare, dull velvet coating provides excellent visibility and prevents eye strain. 


The various top-printings end all guess work as to proper margins and positioning 
whether it’s a regular form... double page . . . 2 or 3 column bulletin . . . address-o-label 
. or music sheet. 


Sovereign Stencils are available in sizes and styles to fit all makes of duplicators. 
When you buy SOVEREIGN . . . You sell the BEST. 


SOVEREIGN GRADE A BLACK INK 


Sovereign ink flows freely giving moximum number of faultless copies 
of consistently shorp, clean cut impressions. Reproduces a beautiful rich 
black thot will not fode or deteriorate. Availoble in one or one-half pound 
cons. 


SOVEREIGN FAST DRYING INK 


A non-smudge, quick setting, fast drying 
ink thot reproduces sharp, legible copies. 
Especially good for quick handling of two- 
sided duplicating. Avoilable in one pound 


SPEEDO-PRIAT sag Sot 
/ “4 ALL SPEED-O-PRINT INKS HAVE AN Olt 
/ BASE AND ARE FOR USE WITH OPEN OR 


f 
tpotadcn CLOSED CYLINDER. WILt NOT DAMAGE 
/ STENCIL OR CYLINDER. 


Fg 


01 W. LARCHMONT AVENUE > es ‘ ; Wralte FOR OUR 
CHICAGO 13, ILLINOIS “a  . DEALERS CATALOG 


SPEED-O-PRINT (CANADA) LTD. > 3555 HOCHELAGA ST..* MONTREAL 
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ANDREWS- 
ALDERFER 
COMPARY 





New Andrews-Alderfer Co. building in Akron add: 6,400 sq. ft. of office space and 22,000 

sq. ft. of factory area to their original 10,000-sq. ft. plant. Daily production is over 20,000 

lineal yards of fabrics embedded in latex-foam rubber for office machine pads, upholstery, 
foundation garments, etc. 


since 1945, is visiting the Oerlikon plant 
in Zurich, Switzerland, to become fa- 
miliar with the machines. The U. S. 
plant, now being completed, will also 
make precision electronic devices. For 
information on Ultra dealerships, write 
Mr. Barnhardt at P. O. Box 3049, Ashe- 
ville, N. C, 


Koh-I-Noor Sales Manager 

William E. Danjezek, president, Koh- 
[-Noor Pencil Co., announced the ap- 
pointment of Eugene L. Rosenberry as 
sales manager. Mr. Rosenberry, who rep 
resented Koh-I-Noor in the southeast, is 
well known in the trade and brings a 
lifetime of experience to his new assign- 
ment. 


2 ‘ a 
; 
* 
igs e f 
oe 


Winners of the 1952 Remington Rand Dealer Sales Division Quota-Plus Contest at the Castle 
Harbour Hotel, Bermuda. Back row: J. F. Landy, H. D. Tullman, A. H. Barsh, R. B. Downey, 
sales promotion manager; L. O. Snow, sales manager, adding machines and cash registers. 
In front: E. A. LaGasse, B. L. Rieser, S. R. Thigpen, E. L. Bakewell, H. A. Hicks, vice president 
and general sales manager; R. L. Watkins, E. Ross, tour advisor; H. P. Haig, sales manager, 
supplies and Line-A-Times; J. M. Hackney, sales manager, portable typewriters. 
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OEMI Meeting 


A regular semi-annual meeting of the 
Office Equipment Manufacturers Insti- 
tute was held in Boston, May 28. An 
impressive program of talks and dis- 
cussions featured the meeting. Albert B. 
Dick III, president, A. B. Dick Co., is 
this year’s president of the institute and 
A. W. Vanderhoof, president, Standard 
Duplicating Machines Corp., was in 
charge of program arrangements. 


Smith-Corona Promotions 


J. B. McCormick, vice president, L C 
Smith & Corona Typewriters Inc., Syra- 
cuse, N. Y., announced promotion of 
Irvin L. Taylor and Louis F. Perretti to 


eo 








INKED RIBBONS 


For TYPEWRITERS 
TABULATING MACHINES 
ADDRESSOGRAPHS 

TIME STAMPS 
BOOKKEEPING MACHINES 
ADDING MACHINES 


FINE CARBON PAPERS 
HECTOGRAPH SUPPLIES 


ol — MFG. CORP. 


Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa. 


40 E. 40th St. 564 W. Monroe St. 
New York 16, N. Y. Chicago 6, Ill. 


sg ates 





home office field representatives. Mr. 
Taylor will make his headquarters in 
Memphis and assist dealers associated 
with the Birmingham, Memphis and New 
Orleans branch offices to promote sales 
of portable typewriters, adding machines 
and cash registers. Mr. Perretti will 
make his headquarters in Hartford to aid 
portable typewriter and adding machine 
dealers in the Hartford, Providence and 
Worcester branch territories in promot 
ing Smith-Corona products, 


President of 3M 


Elevation of Herbert P. Buetow, exec- 
utive vice president in charge of finance, 
to the presidency of Minnesota Mining 
& Mfg. Co. was announced by the board 
of directors. He succeeds Richard P. 
Carlton who becomes vice chairman of 
the executive committee. Mr. Buetow 
joined 3M as auditor in 1926 and became 
controller in 1935. He was made treas 
urer and a director of the company in 
1939 and has been an executive vice 
president since 1949, 


Paris Exhibition 

The annual Paris International Office 
Equipment Exhibition takes place this 
vear at the Pare des Expositions at the 
Porte de Versailles, Paris, Oct. 7-18. It 
will comprise many of the usual office 
equipment exhibitors and the showing of 


Walter E. Block, Block & Anderson Ltd., 

3ritish Marchant distributors; Edgar 8B. 

Jessup, president, Marchant Calculators, Inc.:; 

W. G. Perker, export manager; and Renee 

Faigle, Swiss Marchant distributor, in Mr. 
Jessup's office. 
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Put away, the 

Checkerette stores 
like a folding chair. 
Needed, it can be car- 
ried to the spot and 
set up in a few min- 
utes, without tools. 
Made of heavy gauge 
steel and durably con- 
structed, it stands rigid 
in use. Two hat shelves and 4-foot bar for 
coat hangers (or 32 straddle hooks) that 
can be assembled at heights for children, 
adults or long robes. Ideal for schools, 
churches, factories, offices, homes, coffee 
shops-—for parties, luncheon groups—for 
stand-by or permanent installations. 


® 
Wecker VALET RACKS 
— Commercial, industrial Stationary and portable 
and institutional wardrobe equip- Wardrobe and Locker Racks 
ment and complete checkrooms. for the office and the home 








Write for Catalog CT -10 


VOGEL-PETERSON CO. 


1628 WEST 37th STREET * CHICAGO 9, U.S.A. 


TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


REGALRITE BRAND 
RIBBONS AND CARBONS 


® ; 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 
a 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, WN. Y. 
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BARGAINS 


in rough and 
rebuilt office 
machines 
a 
Write For 
New Summer 


Prices Our Rebuilt Sundstrand 


We offer fair prices, 
guaranteed rebuild- 
CALCULATORS § =; ing, prompt serv- 
TYPEWRITERS : ice to users and 
: dealers the world 
over. Ask for our 
quotation on = any 
' make or model 
: Office machine. 


ADDERS 


BOOKKEEPING 
MACHINES 


ADDRESSING 
EQUIPMENT 


INTERNATIONAL OFFICE APPLIANCES, Inc. 
326 Broadway, New York 7, W. Y., HAnover 2-6700 
Cable ““ADDBOOKAL’’ 























Eliminate Time and Expense of 
Addressing, also Chances of Error. 
Paycheck ‘'Ouflook'' Envelopes are absolutely 
opaque, essential when wages are paid by check. 
Nothing shows but the employee's name. This im- 

proves personnel relations. 

Send us check you now use and we will submit 
sample Paycheck ‘'Outlook'' Envelope and prices 
based on your estimated yearly requirements, 


, OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Blvd, Chicago 7, Illinois 


s 








~ 


' FASTER... 


You write continuous forms faster, 
cleaner, more efficiently with 
Repeat-O-Pak floating re-usable 
carbon paper! 


STANDARD MANIFOLD COMPANY 
Dept. AO-11-53, 333 West Lake St., 








CHICAGO, ILLINOIS 
hi. 








ONE-WRITING 
Accounting System 


Complete double entry with 


@ No heavy books 

@ No posting errors 

@ Simple, accurate control 
@ Big savings in time 


The system that warns you 
of weak spots before it is 
too late! Write for full 
information. 


RUF ACCOUNTING SYSTEM 
JOHN R. SOLLBERGER 
115 NEWMAN STREET, METUCHEN, N. J. 








EXPORT 
BOOKKEEPING 


MACHINES 


CALCULATORS 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We quar- 
antee prompt personal attention, lowest 
prices and absolutely reliable service. 


Richard Gibian 


128 LAFAYETTE STREET 
NEW YORK 13, N. Y. 
Cables: “ERGIBIAN.”’ Telephone: REctor 2-6580 














TYPE CLEANING MADE EASIER 


Typists and business 
machine operators want 
*Norta Plastic Type Cleaner 
—it's easy to vse—no mess Pn 
— no liquids to spill * Marking Devices, ete. 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free somple sent upon request write to 


NORTA DISTRIBUTING COMPANY 
1165 Broadway, New York 1, N. Y. 





many new products. The exhibition is 
under the direction of Salon de L’Equipe- 
ment de Bureau, 6 Place de Valois, Paris. 


NIGP Exhibit Data 


National Institute of Governmental 
Purchasing, 730 Jackson Place, N.W., 
Washington 6, D. C., offers a free folder 
which describes the products exhibit to 
be held at its 8th annual conference at 
the Netherland Plaza, Cincinnati, Nov. 
8-11. 


Royal Vice President 


At a meeting of the board of direc- 
tors of Royal Typewriter Co., Carl Me- 
Kelvy, factory manager, was appointed 
a vice president. Mr. McKelvy became 
associated with Royal in 1946 as a clerk 
in the cashier’s office of the Dallas 
branch and was appointed cashier there 
in 1947. Subsequently, he was assistant 
to the sales policy and research manager 
in New York, acting manager at Dallas, 
special representative on the controller’s 
staff at the Hartford factory, and assis 
tant to the president in 1951. He as- 
sumed management of the Hartford 
plants last Jan. 7. 


SoundSceriber Directors 


Walter J. Niles, president, SoundScrib- 
er Corp., announced the action of the 
company’s board of directors which 
elected R. W. Davidson and William C. 
Fenniman new board members. Mr. Dav- 
idson has been with the company since 
1948 when he took over its sales man- 
agement. In 1950 he was appointed vice 
president and general sales manager. Mr. 
Fenniman is vice president and trust 
officer of Phoenix State Bank & Trust 
Co., Hartford, Conn. 


Old Town Southern Div. 


Old Town Corp. announced establish- 
ment of a new southern sales division 
under the supervision of John B. Ware. 
The move was directed by Anthony J. 
Zino Jr., vice president, to better sup- 
port and integrate the efforts of the 
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firm’s many southern dealers and distrib- | 


utors in their promotion and sales of 
Old Town fluid duplicators, supplies and 
its line of carbons and ribbons. Old 
Town’s sales representatives under Mr. 


Ware in this territory are H. F. Hip- | 


sher, Tulsa; V. A. Chatelain, Dallas; J. 


B. Ellis, Columbus, Ga.; H. E. Loper, | 


Gautier, Miss. 


Underwood Samas in N. Y. 


Carl 8. Saltzman has been appointed 
New York branch manager of the Under- 
wood Corp. Samas punched card ac- 
counting division, according to Harold 
R. Russell, division manager, who an- 
nounced the opening of Underwood 
Samas sales and demonstration offices 
at 1 Park Ave., New York. 


A. B. Dick Managers 


E. L. Tabat, general sales manager, 
A. B. Dick Co., announced that Charles 
A. Beaudry, Robert I. Evans and Edwin 
L. Miller have been advanced to district 
sales manager positions in the North At- 
lantie states. 


Louis Milano, Facit N. Y. manager; Erik A. 

Ohlsson, president, Facit, Inc. and Arthur 

Nierenberg, shop fereman, Abilities, Inc., 

which employs only the physically handi- 

capped. Mr. Ohlsson presented the firm with 

a Facit Calculator and an Odhner Adding 
Machine. 
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——TYPEWRITERS—— 


ALL MAKES — MODELS 
INCLUDING WIDE CARRIAGE 


ADDING MACHINES 


SUNDSTRAND—BURROUGHS 
VICTOR—DALTON—Hand or Electric 


CALCULATING 
MACHINES 


MONROE—MARCHANT 
BURROUGHS—COMPTOMETERS 


Hand or Electric 
ROUGH or RECONDITIONED 


Write for Prices 
Also ask about our ADDOMETER, the adding 
and subtracting machine that retails for $12.95 
and pays you up to 52% profit 


RELIABLE TYPEWRITER 
& ADDING MACHINE CO. 
301 W. Monroe St., Chicago 6, Ill. 











WILHELM DREUSICKE:C0.; 
BERLIN SW. 68 


FRIFDRICHSTRASSE 210 








ADDRESSING MACHINES 


EQUIPMENT-SUPPLIES-PARTS 


REBUILT ADDRESSOGRAPH 
ALL MODELS 
HAND & ELECTRIC 

WE MANUFACTURE . 
BUY and SELL Plates, frames, 
trays, cabinets, tabs, ribbons, 
speedaumats. Our large stencil 
embossing dept gives fast, 
accurate service. 


REBUILT ELLIOTTS 


ALL MODELS 
HAND & ELECTRIC 
WE MANUFACTURE... 
BUY and SELL Fibre sten- 
cils, tong & short trays, 
cabinets, liquid & paste ink. 
Also Smith Stencil type- 

writers. 


WRITE FOR INFORMATION, PRICES & CIRCULAR 
Dept. 27-0, 40 W. 15th St., N. Y. 11, N. Y. 


MAILERS‘ EQUIPMENT CO. 











UNIVERSAL 


eee ond 


“Accountant Class” 
CASH REGISTERS 


The Modern Cash Register 
for the Modern Dealer. 


12-item detail 


Auxiliary cash drawer. Ticket issuing. 


} 99 
i 4 
; oe 


autographic strip. 
Accountants’ total! 
bank slip. Ac 
countants’ cash 
drawer total. 


All totals 


hy , ' 
a printed 


UNIVERSAL CASH REGISTERS 
95-99 Mansfield Road, Nottingham e England 
U.S.A. Distributor ¢ T. K. McGourty, 
140 West Main St., Patchogue, N. Y. 
Lenient Open Account for Approved Dealers. 











USED, SERVICEABLE 
OFFICE FURNITURE 


for Retail Dealers Everywhere! 


$35,000 stock of used office furniture and 
desks of every description: oak, walnut, 
mahogany, flat top, secretarial. Filing 
cabinets of wood and steel, legal and 
letter sizes. Bank of England chairs and 
other styles. Tables, bookcases, lockers, 
tablet arm chairs, visible file equipment. 


Recent purchase of 10 carloads of used, 
but like new condition, furniture from a 
Government Service Bureau, Banks, In- 
stitutions and Utility firms; enables us 
to offer it to dealers at wholesale prices 
you cannot afford to pass up. 


Our price includes packing for shipment. 
We have 25,000 sq. ft. of display space. 
Prompt service on all orders from one 
piece to a carload. Write for free catalog 
and price list. 


MANHATTAN OFFICE EQUIPMENT CO. 


Maurice (Carload) Kressin-General Manager 
639 New York Ave., N.W., Washington 6, D.C. 


The PARALINER is a new device for rul- 
ing forms. It has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 
edge moves forward the exact measured 
distance step by step, with a slight pres- 
sure of the thumb and forefinger. The oper- 
ation is very simple and anyone can pro- 
duce forms the equal of a skilled draftsman. 


Send for full particulors 
THE PARALINER COMPANY, INC. 
226 Colorado Bidg., Washington 5, D. C. 
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NOMDA Membership Drive 

The Pacific Northwest Office Machine 
Dealers Assn. won the Liston Jackson 
trophy of National Office Machine Deal- 
ers Assn. for signing up 34 new mem 
bers and collecting dues from all present 
members. Five members tied for the 
Jack Wiener trophy which was drawn 
by M. C. Jacobs of Cincinnati. A total 
of 162 new members were obtained by 
NOMDA. 


Audograph TV Spots 


Perry Cabot, director of 
and sales promotion for Gray 


advertising 
Mfg. Co., 
announced that four television spot com 
mercials have been prepared for the 200 
Audograph distributors. These include 
one 60-second and three 20-second pieces 
with dealer identification. 


Larger Offices for Maso 


Steel Products, makers of a 
complete line of office machine stands 
and steel chairs and 
located in their new and 

at 53 W. Jackson Boulevard, 
The new offices contain, in 
executive and clerical accommodations, 
display room space to show their entire 
line of products. Wholesalers, dealers 
and others in the trade are invited to 
visit the new quarters and inspect the 
complete lines available. Jack Murray, 
president, and John Burke, man- 
ager, will be on hand to greet person- 
ally all those who accept the invitation. 


Maso 


stools, are now 


larger oftices 


Chicago 4. 


sales 


Fisher Sales Manager 

aul Fisher, owner of Fisher Pen Co., 
announces the appointment of John O. 
Jonassen as general sales manager. Prior 
to joining Fisher, Mr. Jonassen owned 
and operated Jonassen Paper Co., Chi- 
cago, for the past seven years. 


Ediphone Sales Manager 


Donald Hamilton Jr., 
manager of the Philadelphia office of 


formerly district 


Thomas A. Edison, Inc., was appointed 
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@ BookKeePinc 


| @ CALCULATING 


conditioned. Write for 
current prices. 


321 BROADWAY « NEW YORK? fi. ¥ 
WO 4-1240° cable: Hodgmach 


ADDRESSING MACHINES 


STENCILS - Parts - Supplies 
AMERICAN ADDRESSING MACHINE CORP. 


510-518 SIXTH AVE. EW YORK 11, N.Y. 


PRINT-O-MATICS “PERFECT PAIR” 


WORLD'S FINEST 
FULL-SIZED 


DUPLICATOR 
ender 560.00 


MODEL 4-4 


PaO MANUG 


Fast—Accurate—Efficient 
Handles Post-Card to Legal Size 


Write for Complete Catalog of Du- 
plicating Equipment and Supplies 


PRINT-O-MATIC CO. INC. + Merchandise Mart 


COMPTOMETERS 
MONROE CALCULATORS 


REPAIRED 
OVERHAULED 
REBUILT 


CALL OR WRITE 


CHICAGO ADDING MACHINE SERVICE 


537 S. Dearborn St., Chicago 5, Ill. 
Phone: HArrison 7-4813 


IMPRESS 
“Twin-Pakt"’ 
STENCILS 


+ Chicage 54, lilinois 

















WANTED TO BUY 
ADDRESSOGRAPHS 


GRAPHOTYPES « SPEEDAUMATS 
FRAMES ¢ TRAYS ¢ CABINETS 


Send Model and Serial Numbers to: 
ADDRESSING MACHINE CO. OF CALIF. 


618 Mission St., San Francisco 5 
Attention: Norman L. Cotton 











SAVE ON 


Write for Free Catalog 


Consolidated 
Office Supply Co. 


711-A S. Dearborn Street 
Chicago 5, Ill. 


OFFICE SUPPLIES 





SPECIAL MACHINES 
for the manufacture of 
CARBON PAPERS 
TYPEWRITER RIBBONS 
DRY STENCILS 
& 

HAIDA ENGINEERING CO. 


34-11 Vernon Boulevard 
Long Island City 6, New York 











ADDING MACHINE PARTS 


Serving Dealers for 20 Years 
Write for Our Cataloa 
TTT nal aaa 
|. A. DEHN, JR. 


The Pioneer Adding Machine Parts Man 
ADDING MACHINE PARTS EXCLUSIVELY 


P.O. Box 144, Elmhurst Station, 
Oakland 3, Calif. 





| general sales manager of the Ediphone 


Division, it was announced by George E. 
Stringfellow, vice president in charge of 


| the division. Mr. Hamilton assumes re- 
| sponsibility for 


Ediphone advertising, 
service, sales promotion, training, market 
research and sales. Col. Tali E. Waters, 
assistant to the general sales manager 
of the storage battery division, will be 
in charge of the Ediphone Division’s 
contract products other than 
Voicewriting equipment. 


sales on 


Monroe Dealer Executive 


Robert J. Wright has been named as- 
sistant sales manager of the Dealer Sales 
Division of Monroe Caleulating Machine 
Co., according to Sam S. Smith, sales 
manager of the dealer division. Mr. 
Wright, who joined Monroe in 1950, had 
been a salesman in the company’s Balti- 
more and Newark branches. He succeeds 
William B. Rohrbach, now an instructor 
in the company’s sales school. 


KDKA Uses SoundScriber 


Westinghouse Radio Station KDKA in 
Pittsburgh is using the SoundScriber dic- 


David C. Silvers (left), president, N. Y. Office 
Machine Dealers Assn., presented a gold pen 
and pencil set’ to Harry L. Rudnick, N. Y. 
portable sales manager for Royal Typewriter 
Co., as a tribute from dealer-members. 
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tation machine to permanently record 
network broadcast instructions. The ma- 
chine is hooked-up to the network closed 
circuit to record last-minute details of 
program changes, promotion suggestions, 
attention to special shows and instruc- 
tions to station departments regarding 
traffic, sales, publicity, ete., which are 
broadcast by NBC to its affiliates daily 
at noon, 


Ozalid Promotions 


James Forrestal, Ozalid general man- 
ager, announced the following personnel 
changes, which resulted from the promo- 
tion of Walter A. Hensel, former Ozalid 
controller, to controller, General Ani- 
line & Film Corp. Fred A. Sabacek, who 
was Ozalid’s chief cost accountant, sue- 
ceeds Mr. Paul 
Sherwood moves into the vacancy left 
by Mr. Sabacek’s promotion and Edgar 


Hensel as controller. 


Moon assumes the duties of accounting 
services and auditing manager, replac- 
ing Mr. Sherwood. 


William H. Hansen 


William H. Hansen, assistant secretary 
and ussistant treasurer, Landers, Frary 
& Clark, died May 6. He joined the firm 
as an auditor in 1919 and became assis 
tant to the late Arthur G. Kimball who 
was president, in 1925. Mr. Hansen was 
appointed office manager in 1938, assis- 
tant secretary in 1941 and assistant 
treasurer in 1945. In 1950 he was made 
also director of sales budgets. He was a 
past national director of NOMA and 
chairman of NOMA’s educational com- 
mittee. 


Jessie I. Taylor 
Jessie I, 


& Adding Machine Co., New York, died 


May 24. Mrs. Taylor was well known 
in the trade and had been an officer in 
both the N. Y. Office Machine Dealers 
Assn. and National Office Machine Deal 
ers Assn. Both organizations owe much 
to her efforts on behalf of their mem- 
bers and dealers in general. 
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|STEEL PERSONAL FILE 


File No. 442 is made of 
heavy steel to last for 
years. Equipped with 
key and strong lock that 
stays closed. Gray ham- 
merloid finish. Inside are 
letter-size folders, alpha- 
betical, monthly and 
blank. Individually 
boxed, 6 to carton. 

Get at dealers or write 
for prices and discounts. 


AMBERG FILE & INDEX CO. 
1601 Duane Bivd., Kankakee, Ill. 





Genuine Engraved oitonheads 





FREE DESIGN 
FREE PROOFS 
FREE DIE 

JUST MAIL US YOUR 


LETTERHEAD, PROOF MAIL~ 
8D WITHIN 5 DAYS. NO OBLIGATION, 


JJewberry Engraving Eo. 
801 SO. 20TH STREET - BIRMINGHAM 5, ALABAMA 


America’s Largest Engraver of Fine Stationery 











ALL PURE COMMERCIAL 


WAXES 
CARNAUBA © OURICURY » BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 


MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St., New York 13, N. ¥. 
* Reg. U.S. Pat. Off. 











Taylor of Globe Typewriter | 


HIGHEST 
QUALITY 
PRODUCTS 


NEW ADDRESS 


International Cash Register & Parts Co. 


207 E, EVERGREEN ST., MT. PROSPECT, ILL 





sADVERTISERS? 





Acco Products, Inc. 

Ace Lite-Step Co. 

Acme Adding Machine Service & Sales Corp. 
Addo Machine Co. 118, 
Addressing Machine Co. of Calif 
Adjusto-Swing Office Machine Stands Co. 
Albright & Co., J. E. 

Allen Business Machines, Inc., R. C. 
Allied Carbon & Ribbon Mfg. Corp 
Alpa Plastic Arts Ltd. 

Amberg File & Index Co. 

American Addressing Machine Corp. 
American Carbon Paper Mfg. Co. 
American Register Co. 
Andrews-Alderfer Co. 
Associated Industrial Designers 
Barrett Adding Machine Division 
Bookmaster Co. 

Borroughs Mfg. Co. 

Bruning Co., Charles 

Bud Type Cleaner Co. 
Burroughs Corp. 


Can-Pro Corp. 

Challenge Machinery Co 
Chicago Adding Machine Service 
Codo Mfg. Corp. 

Colonial Carbon Co. 

Columbia Ribbon & Carbon Mfg 
Commercial Controls Corp 
Consolidated Office Supply Corp 
Copease Co. 

Copy-Craft Inc. 

Cotterman, |. D. 

Coxhead Corp., Ralph C 
Cramer Posture Chair Co 


Dehn Jr., |. A. 

Dennison Mfg. Co 

Denominator Co. 

Dewberry Engraving Co 

Ditto, Inc. . 

Dreusicke & Co., K. G., Wilhelm 


Eastern Corp. 
Esleeck Mfg. Co. 


Evans Specialty Co. 
Export Specialties Co. 
E-Z Sort Systems, Ltd. 


Faber-Castell Pencil Co., A. W. 
Faber Pencil Co., Eberhard 
Facit, Inc. 

Fedders-Quigan Corp. 

Federal Business Products, Inc. 
Federal Cash Register Co. 
Force & Co., Wm. A. 

Frankel Mfg. Co. 

Friden Calculating Machine Co 
General Binding Corp. 
General Photo Products Co 
Gibian, Richard 

Gratf Co., George B. 


Haida Engineering Co. 
Hammermill Paper Co. 
Harding Co., Milo 
Harris-Seybold Co. 
Hush-A-Phone Corp. 
Hygienic Dental Mfg. Co. 


Imperial Desk Co. . 

Indiana Cash Drawer Co. 

Industrial Shredder & Cutter Co. 

Ink Specialties Co. 

inter-Continental Trading Corp. 
International Cash Register & Parts Co. 
International Office Appliances, Inc. 
Invincible Metal Furniture Co. 


Jardin Associates, Inc. 


Kee-Lox Mfg. Co 


Lamb Electric Co. 

Lanston Monotype Machine Co. 
LeFebure Corp. 

Litho Engineering & Research 


Mailers Equipment Co. 
Manhattan Office Equipment Co. 
Manifold Supplies Co. are 
Marchant Calculators, 
Master Addresser Co. 


Inc, 
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CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


“/4e FEDERAL CASH REGISTER CO. 


DEPT. 18° P.O. BOX 2265 KANSAS CITY, MO. 


FEDERAL 
1Vudd3a4 
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McBee Co 

McGregor & Werner, Inc a 
Mercury Business Machines Co. 
Minnesota Mining & Mfg. Co. 
Mittag & Volger, Inc. 

Moller Products Corp. 

Monroe Calculating Wishing Co. 
Moore, Inc., 1) : 


National Blood Program 
National Cash Register Co. 
Nekoosa-Edwards Paper Co. 
Nettle Mfg. Co. 

New England Paper Punch Co. 
Norta Distributing Co. roewee 


Olivetti Corp. of America 
Outlook Envelope Co. 
Oxford Filing Supply Co. 


Paraliner Co, 

Parsons Paper Co. 

Peerless Imperial Co. 
Pemberton Printing Co. 
Pitney-Bowes, Inc. 

Plus Computing Machines, Inc. 
Plymouth Rubber Co. 

Port Huron Sulphite Paper Co. 
Print-O-Matic Co. 

Pronto File Corp. 

Punched Card Publishing Co. 


Queen Ribbon & Carbon Co. 


Rapid Roller Co. 
Regal Typewriter Co. 


Reliable Typewriter & Adding Machine Co... 


Remington Rand, Inc. . 
Rex-Rotary Distributing Corp. 
Rising Paper Co. 


% ADJUSTO-SWING fits most desks, wood or 


metal. Easily attached. 
% Adjustable to proper height. 
* Converts flat top to Steno desks. 


% Insures your machines against tipping over. 


Adjusto-Swing Office Machine Stands Co. 
Detroit 26, Mich. 


509 Shelby St. 
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Roberts Numbering Machine Co. 
Roberts Rubber Co., Weldon 
Rol-Dex Division 

Royal Typewriter Co. 

Ruf Accounting System 


ce sme fae Corp. 

Schlegel “ee. Co. 

Scott-Rice Co. 

Security Steel Equipment Corp. 
Smead Mfg. Co. 

Smith & Corona Typewriters Inc., 
SoundScriber Corp. 
Speed-O-Print Corp. 

Spot Carbon Products 

Standard Duplicating Machines Corp. 
Standard Manifold Co. 
Staplex Co. 

Storms Co., H. M 

Strohmeyer & Arpe Co. 

Sturgis Posture Chair Co. 


Tauber Plastics, Inc. 
Technygraph Co. 

Thomas Collators, Inc. 

Todd Co. 

Tubular Specialty Mfg. Co. 
Typewriter Sundries Co. Ltd. 


Underwood Corp. 
U.S. Typewriter Ribbon “Mfg. Co 
Universal Cash Registers 


Vari-Typer, The 

Victor Adding Machine Co. 
Visirecord, Inc. 

Vogel- Peterson Co. 


Watson Mfg. Co. 


Wausau Paper Mills Co. 
Worden Co. 
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STENCIL BOOK FI LE 


The Smart Way to 
| FILE STENCILS 
| Available in 50 and 100 page capacity. 
| Contains index, numbered pages and pro- 
| duction record sheets. Special oil-treated 


pages keep stencils moist and 


Prices Reduced 


|future use. 
50-page capacity 
100-page capacity 


flat for 


TECHNYGRAPH CO., Techny, Hl. 
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School’s Out Again 





FFICES throughout the land 

are now welcoming a new 

crop of beginners. They are 
mostly high school graduates 

who were exposed to many hours of 
classwork, and perhaps homework, 
in fundamental English and arith- 
metic—two subjects essential to of- 
fice workers. When the personnel 
department hires a secondary school 
graduate, it is expected that the new 
employee’s business training ean be- 
gin with something specifically per- 
taining to his first job. At least, 
that used to be the expectation. 
Nowadays, personnel departments 
in some areas are not so hopeful 
because they are getting graduates 
who cannot spell very well, who 
know little about the rules of gram- 
mar and who cannot do enough 
arithmetic to handle their first jobs. 
This complaint is not new to office 
supervisors but it is too bad there 
has been no improvement of note. 
Some offices say they are doing fine 
they get the graduates with the 
highest marks. Good, but what about 
the less fortunate firms that must 
hire students from the lower end of 
the scale? These firms, perhaps in 
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less attractive buildings or less glam- 
orous lines of business, have just as 
important office work to do with the 
same chances of monetary reward 
to personnel who ean earn it. 

Wherever the fault lies, it re- 
mains uneorreeted. Educators have 
met with businessmen and_ both 
groups have studied the problem. In 
big cities where large numbers of 
offiee workers are needed, schools 
are overerowded, classes too large 
and often on a part-time basis, and 
pupils in the final grade must be 
graduated to make room for new 
registrants. Smaller communities ex- 
perience a similar predicament when 
low pay reduces applicants for 
teaching jobs. So business manage- 
ment must continue its efforts to get 
smarter employees while it teaches 
others the things that should have 
been learned in school. 

The ratio of parents to school-age 
children in each home is not very 
high and two parents could ideally 
supervise the learning of their own 
children. If parents were impressed 
with the fact that they might be 
raising ignorant children, maybe 
parental influence would be 
voked into seeing that each child 
learned what was being taught in 
class. Let them not be misled by 
school reports which show passing 
marks—just open the school text- 
books and see if each child can an- 
swer the questions at the end of 
studied chapters, or get correct an- 
swers to arithmetic problems like 
their class has covered. A short ses- 
sion like this every evening might 
get results. 
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WOW 


CUT OUT 
ALL REWRITING! © 


3 = 2 
0 FS: Fee 
* 














In order-billing, it's the rewriting and retyping that 
cause the wasteful errors, that add up the costly 
salaried time, and slow up the entire operation. Stop 
all that! Cut costs, speed routines, please customers, 
get it done quicker, and right the first time! 


The DIF TO idea is explained above, it adapts to 


any company’s present routines. Mail the coupon, 
get the Idea Folder on Order-Billing and other 
DITTO Gne-Writing evror-free speed-systems! 


@pitto. 


ONE-WRITING SYSTEMS 


GET THIS 
IDEA FOLDER! 


Mil COUPON Wow! 








DITTO, Incorporated, 665 So. Oakley Bivd., Chicage 12, im, 
in Canede: Ditte of Ceneda, Lid., Terente, Ontarie 

Gentlemen: At no cost or obligation to me please send me your 

ideo Folder on DITTO One-Writing Order-Billing. 

Also send me data on systems for 

Peyrott () Purchasing [] Production |) 











Before you buy 

any typewriter 

..- be sure to 

try the new 
Underwood Electric! 


** Try this machine in your 
own office on your own work. 


Ask your local Underwood Underwood Corporation 


Representative. Typewriters...Adding Machines...Accounting 
. Machines...Carbon Paper...Ribbons 


BIS One Park Avenue, New York 16, N. Y. 
om e Sales and Service Everywhere 


Underwood Electric ... made by the Typewriter Leader of the World 





